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Management
QUALITY MANAGEMENT PLAN

1.  Purpose.  This regulation provides the general policy and procedures for the execution of
Quality Control (QC) and Quality Assurance (QA) activities in the Huntington District (CELRH).

2.  Applicability.  This plan applies to all activities of the Huntington District covering
responsibilities for Civil Works, Interagency and Intergovernmental Support (IIS), and Real
Estate.  This plan is effective immediately and shall be reviewed annually and updated as
appropriate.

3.  References.

a.  CELRDC 5-1-1, Quality Management Plan

b.  ER 1110-1-12, Quality Management

c.  ER 5-1-11, Program and Project Management

4.  Definitions.

a.  Acronyms.  A list of acronyms used in this plan is given in Appendix A.

b.  Contractor.  Other than in-house forces, such as other Corps offices, other government
agencies or private contractors (A-E, University, Construction Firm, etc.).

c.  Contract Compliance Review.  A processes oriented review by the Quality Assurance
Team on work performed by Contractors.  The review verifies that the product meets the
requirements of the Contractors Scope-of-Services and that the concepts and overall assumptions
of the Contractor are justifiable.
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d.  Contractor Quality Control Plan.

(1)  Design/Study.  A written technical management plan that describes the step-by-step
approach, by the contractor, to ensure the quality of the study/product.

(2)  Construction.  The contractor’s quality management document which outlines the
approach in which he will comply with the plans and specifications and ensure quality
construction methods are employed.

e.  Customer.

(1)  External Customers.  The owner, client, local sponsor, user or beneficiary of a service
or product outside of CELRH.

(2)  Internal Customers.  The user or beneficiary of a service or product within CELRH.

f.  Design Checks and Other Internal Review Processes.  Detailed review and checking which
must be carried out as routine management practices in each of the respective functional elements.
 Such review includes checking basic assumptions and calculations.  These checks are performed
by staff responsible for the work, such as supervisors, work leaders, team leaders, or designated
individuals from the senior staff and shall be performed prior to end-product review.

g.  Decision Documents.  A decision document is any report prepared for the purpose of
obtaining project authorization or modification, commitment of Federal funds for project
implementation, and approval to spend/receive funds as a result of entering into agreements with
other agencies or organizations including those to obtain Congressional authorization.

h.  District Quality Assurance.  A review of the overall effectiveness of the contractor’s QC
program and processes, and a contract compliance review of the contractor’s work.

i.  End-Product Review.  A review by members of the Independent Technical Review Team at
the completion of product development.

j.  Functional Chiefs.  For the purposes of this plan, these are the chiefs of the technical
divisions (Engineering & Construction, Planning, Real Estate, Operations, and Programs &
Project Management), the Navigation Planning Center, and the support organizations.

k.  Implementation Documents.  Any document prepared for purposes of executing a project
in accordance with its authorization.  Examples are plans, specifications and design memorandums
or reports.

l.  Independent Technical Review (ITR).  A review by a qualified person or team, not affiliated
with the development of a project/product, for the purpose of confirming the proper application
of clearly established criteria, regulations, laws, codes, principles and professional procedures.
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m.  Independent Technical Review Team (ITRT).  An interdisciplinary group formed to
perform the ITR.  The makeup of the team depends on the project’s complexity, size, disciplines,
and relative risk.

n.  Independent Technical Review Team Leader.  The individual responsible for coordinating
all activities of the ITRT.

o.  In-Progress Review.  A review by members of the Independent Technical Review Team at
various stages of product development.

p.  Program and Project Management Business Process (PMBP).  The Corporate
Management Approach for execution of all USACE programs and projects.

q.  Product Development Team.  An interdisciplinary group formed to develop a product.  It
is this team that produces a decision or implementation document.

r.  Quality.  Conformance to properly developed and agreed upon requirements.

s.  Quality Assessment Audit (QAA).  An annual program audit conducted by the Division
which evaluates the effectiveness of the District’s quality processes and how those processes are
applied to services and products.  The audit is similar to a Command/Staff Inspection.

t.  Quality Assurance (QA).  The process that provides oversight of an organization’s quality
control processes to ensure their effectiveness in the production of quality products.

u.  Quality Assurance Audit.  A product audit which evaluates the effectiveness of a products
QC process and procedures through selective inspection of product studies, reports, documents,
meetings, or production related activities.  QA audits of products will not duplicate the technical
review.  Audits of meetings and inspections will be for the purpose of process improvement and
technical oversight.

v.  Quality Assurance Plan (QAP).  A written plan that describes the step-by-step approach
used to ensure that a contractors quality control program is being undertaken appropriately.

w.  Quality Assurance Team.  An identified group tasked to perform QA in a formally
established and identified QAP.

x.  Quality Control (QC).  The processes employed to ensure the performance of a task meets
the agreed upon requirements of the customer and appropriate laws, regulations, policies and
sound technical criteria on schedule and within budget.

y.  Quality Control Plan (QCP).  A written technical management plan which establishes the
documents and products to be reviewed, the ITRT and its responsibilities, the schedule and costs
for reviews, the agreed upon requirements of the customer and appropriate laws, regulations,
policies and technical criteria for development of the study/product.
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z.  Risked-Based Evaluation.  A consideration of risk factors to determine the appropriate
level of effort required for QC.

aa.  Seamless Review.  Value-added continual interaction and in-progress reviews made by
members of the ITRT during product preparation.

bb.  Technical Coordinator (TC).  The team member that oversees technical development of a
product.

cc.  Technical Products.  All deliverables are referred to as technical products, including
decision and implementation documents, that include the integration of technical products from
multiple functional elements.  They include completed deliverables that are ready for transmission
to other members of the study team, outside of the element that performed the work.

dd.  Technical Review.  Technical Review is a check of a product that focuses on compliance
with established policy, principles and procedures using clearly justified and valid assumptions.  It
includes the verification of assumptions, methods, procedures, and material used in analyses based
on the level of complexity of the analysis.  It verifies the alternatives evaluated, appropriateness of
data used and level of data obtained, functionality of the product and verifies the reasonableness
of the results including whether the product meets the customers needs consistent with law and
existing policy and engineering and scientific principles.

5.  Policy

a.  District Policy on Quality Assurance and Quality Control.  The policy of CELRH is to
develop and implement QA and QC practices.  These practices must ensure that services and
products meet the agreed upon requirements of the customer and appropriate laws, policies and
technical criteria, on schedule and within budget.  This District shall make Quality Management an
integral part of its way of doing business and support the Corps of Engineers Strategic Vision for
revolutionizing effectiveness by aligning for success with one goal in mind, a quality service or
product to a satisfied customer.  Adherence to quality principles and established QA and QC
practices is integral with the roles and responsibilities of all District functions.  QA and QC
practices outlined herein shall also be consistent with other quality management practices
prescribed by The Great Lakes and Ohio River Division and HQUSACE.  General guidance on
for all functional elements within CELRH is given below. Exceptions to this policy are given in
Appendices B through T, respectively.

b.  Program and Project Quality Management.  The Program and Project Management
Business Process (PMBP), as outlined in reference 3.c., is the corporate management approach
for execution of all CELRH programs and projects.  This approach is governed by the following
principles.
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(1)  Quality services and products are produced by empowering customer driven teams
supported by all necessary Corps' assets.

(2)  The Project Review Board (PRB) is responsible for District quality management
processes.

(3)  The DDE-PM shall chair the PRB.  The PRB shall oversee the quality management
process and ensure corporate success in delivering quality projects within time and budget
requirements by empowering Project Managers (PM) and supporting teams and team members.

(4)  The Project Manager (PM) and Functional Chiefs have a shared responsibility for
project quality.

(5)  The Functional Chief is responsible for service or product quality, his/her portion of
the district quality management process, and for ensuring the PM has appropriate resources to
meet project quality expectations.

(6)  Technical Team Members are responsible for  the quality of the technical product.

6.  Quality Control Responsibilities.

a.  Objectives.  District functional elements shall be responsible for developing and following
quality management practices and business procedures to ensure quality services and products. 
This includes all interim products that are required for the development of an end-product.  These
objectives shall be met by development and execution of QCP’s.

b.  Execution.  QC responsibilities shall be executed consistent with the guidance set forth
herein.  Each functional element within the District has prepared a subplan (see appendices)
describing QC responsibilities for the services and products that are managed by the functional
elements.

c.  Quality Control Plan.  A QCP shall be prepared for every service or product, whether
obtained using in-house or contractor forces, and updated as warranted.  The QCP can be very
simple or elaborate depending on the risk, complexity, and cost of the service or product. A
programmatic/generic QCP may be developed and used for routine, low risk services or products.
 For ongoing service and product development efforts, QCP's should be developed immediately. 
The chief of the functional element having overall responsibility for a service or product shall be
responsible for the development of the QCP.  The QCP is developed with input from the other
functional elements involved with the service or product.

d.  Quality Control Activities.

(1)  Responsibilities.  The chief of each functional element within the District shall have
overall responsibility for the quality of services or products that are managed within the functional
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element.  Other function chiefs, the PM, the product development team, the TC, the ITRT and the
ITRT leader, also, have significant roles and responsibilities in achieving quality services and
products.  These roles and responsibilities are outlined in each functional element's subplan in the
enclosed appendices.

(2)  Process.  The quality control process is an appropriate risk-based evaluation of the
services or products to ensure that they fully meet the prescribed requirements and expectations
of our sponsors and customers and comply with laws, regulations, and sound technical practices
of the disciplines involved.  The quality control process is intended to add value to the final
product.

(3)  Risk  The appropriate level of quality control and independent review is a direct
function of relative risk.  In general, the greater the risk, the greater the level of QC.

(4)  Multi-Functional Independent Technical Review.  Key to the successful execution of
the QC process for the products developed by the Planning, Engineering and Real Estate
Divisions and the Navigation Planning Center is the ITR of a product.  This review shall be
accomplished by an ITRT composed of individuals having expertise in disciplines involved in the
type of product being developed and reviewed, and who were not involved in product
development.  The ITRT shall be multi-functional with all of the appropriate District Elements
being represented.  Specific guidance on conduct of this QC element is given in the individual
subplans in the appendices to this document.

(5)  Dispute Resolution.  The ITRT leader shall review the products and comments and
responses to identify any outstanding disagreements between members of the product
development team and the ITRT.  Any disagreements shall be brought to the attention of the
appropriate functional chief to facilitate resolution of technical disagreements between product
development and ITRT counterparts.  If this interaction does not resolve the issue, the final
decision will be made by the functional chief.

(6)  Technical and Policy Issue Resolution.  Issues involving technical and policy
interpretation shall be brought to the attention of the chief of the responsible functional element
for resolution.

(7)  Products Developed by Contractor’s.  For services and products developed either
wholly or partially by a contractor, development and execution of a QCP for the contractor
product shall be the responsibility of the contractor.  Overall QCP’s and QAP’s shall be developed
by the responsible functional element that outline QC activities by the District for that portion of
the product developed by in-house forces and District QA activities for overseeing the
contractor’s QC activities.  Specific guidance on conduct of this QC element is given in the
individual subplans in the appendices to this document. Some exceptions include: (a) Planning
products which will become Decision Documents to obtain Congressional authorization.  QC of
the Planning portion is an in-house responsibility and (b) Certain Real Estate products which QC
is an in-house responsibility.
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(8)  Final Documentation and QC Certification.  Proper documentation is another key
component of an effective quality control process.  Significant comments, issues and decisions
must be recorded and the entire process must leave a clear audit trail.  The documentation of the
independent technical review and other quality control processes prescribed in a QCP shall be
included with any submission of a specific product to CELRD.  Certification guidance specific to
the unique responsibilities and programs within each functional element are given in the individual
subplans in the appendices to this document.  For those products which the District Commander
transmits to CELRD or to HQUSACE, both the chief of the functional element responsible for the
product and the District Commander shall sign the certification.  Copies of the certification and
accompanying documentation shall be maintained in the District project files.

(9)  Updating of Quality Control Plans.  QCP’s, service or product specific and
programmatic/generic, shall be reviewed annually and updated as warranted.  QCP's shall be
updated whenever significant changes require modification of the QCP.

e.  Lessons Learned.  After completion of every service or product, and during construction
and operations of our projects, significant problems that were encountered, as well as successes,
shall be documented in a Lessons Learned process.  Each functional element shall consider the
uniqueness of their needs and resources in defining the scope of a Lessons Learned system.  Each
system, however, should provide easy access for inputting data and retrieving the lessons learned
and be readily accessible by others for implementation.  Basic information should include the
originator of the observation, the project particulars, the applicability, the problem or successful
accomplishment, and the recommended action.  Specific guidance on each functional element’s
Lessons Learned is given in the individual subplans in the appendices to this document

f.  Quality Indicators.  Quality Indicators shall be used to monitor the quality process within
the District.  Each functional element shall develop quality indicators for management oversight of
their products.  Specific guidance on each functional element’s Quality Indicators is given in the
individual subplans in the appendices to this document.

g.  Customer Feedback.  Customer Feedback shall be used to monitor the quality process
within the District.  In addition to the Districts Customer Satisfaction Surveys, each functional
element shall consider the use of customer feedback mechanisms as a quality indicator.

Dana Robertson
20 Appendices DANA ROBERTSON
A - Acronyms Colonel, Corps of Engineers
B - Engineering Subplan Commanding
C - Construction Subplan
D - Planning Subplan
E - Real Estate Subplan
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F - Navigation Planning Center Subplan
G - Hazardous, Toxic and Radioactive Waste (HTRW) Subplan
H - Operations Subplan
I - Contracting Subplan
J - Programs & Project Management Subplan
K - Equal Employment Opportunity Subplan
L - Human Resources Subplan
M - Information Management Subplan
N - Internal Review Subplan
O - Logistics Management Subplan
P - Office of Counsel Subplan
Q - Public Affairs Subplan
R - Resource Management Subplan
S - Safety & Occupational Health Subplan
T - Security & Law Enforcement Subplan

DISTRIBUTION:
A, B, and C
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APPENDIX A

ACRONYMS

ADA Army Defense Agency
A-E Architect - Engineer
AFAR Army Federal Acquisition Regulation
AMURS Automated Manpower Utilization Reporting System
AOC Attorney’s Opinions of Compensability
AR Army Regulations
ARMS Automated Review Management System
BCOE Biddability, Constructibility, Operability, and Environmental
BPM Business Process Maps
CADD Computer-Aided Drafting and Design
CDSO Collateral Duty Safety Officer
CEAO Corps of Engineers Audit Officer
CEERP Corps of Engineers Early Resolution Program
CELRD Great Lakes and Ohio River Division
CELRH Great Lakes and Ohio River Division, Huntington District
CELRN Great Lakes and Ohio River Division, Nashville District
CFO Chief Financial Officer
CMR Command Management Review
COMSEC Safeguarding and Controlling Communications Security
COR Contracting Officer Representative
CPAC Civilian Personnel Advisory Center
CPOC Civilian Personnel Operating Center
CQC Contractor Quality Control
CWL Contractor Work Limits
DCE Design Construction Evaluations
DDE-PM Deputy District Engineers for Project Managers
DERP Defense Environmental Restoration Program
DFAR Defense Federal Acquisition Regulation
DM Design Memorandum
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DOD Department of Defense
DPR Detailed Project Report
E&C Engineering and Construction
E&RS Environmental and Remediation Section
EA Engineering Assessment
EC Engineer Circular
ECM Environmental Compliance Manager
EEO Equal Opportunity Office
EFAR Engineer Federal Acquisition Regulation
EIS Environmental Impact Assessment
EM Engineer Manual
EOC Emergency Operation Center
EP Engineer Pamphlet
EPA Environmental Protection Agency
ER Engineer Regulation
ERGO Environmental Review Guide for Operations
FAR Federal Acquisition Regulation
FCSA Feasibility Cost Sharing Agreement
FEMA Federal Emergency Management Agency
FOIA Freedom of Information Act
FRC Feasibility Review Conference
FTE Full-Time Equivalents
FWP Federal Women Program
GBL Government Bills of Loading
GEA General Expense Appropriation
GPRA Government Performance & Results Act
GSA General Service Administration
HEMP Hydrologic Engineering Management Plan
HQUSACE Headquarters U.S. Army Corps of Engineers
HR Human Resources
HTRW Hazardous, Toxic, And Radioactive Waste
HUD Housing and Urban Development
HVAC Heating Ventilation and Air Conditioning
IIS Interagency and Intergovernmental Support
IM Information Management
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IMA Information Mission Area
IMSC Information Management Steering Committee
IPR In Progress Review
IRC Issue Resolution Conference
IRMROP Information Resources Management Review and Oversight Program
IRR Individual Ready Reserve
IT Information Technician
ITR Independent Technical Review
ITRT Independent Technical Review Team
JTR Joint Travel Regulation
LPE Lead Project Engineer
LPP Local Protection Project
M&D Management and Disposal
MCACES Microcomputer-Aided Cost Estimating System
MOU Memo-Of-Understanding
MP Management Plan
MSDS Material Safety Data Sheet
NC Navigation Center
NEPA National Environmental Policy Act
NFIP National Flood Insurance Plan
OC Office of Council
OCE Office Chiefs of Engineers
OCONUS Outside Continental United States
OE Office Engineer
OJT On Job Training
OPM Operations Project Manager
OPSEC Operation Security
OR Operations and Readiness Division
PALT Procurement Action Lead Team
PAO Public Affairs Officer
PCS Permanent Change of Duty Station
PD Planning Division
PL Public Law
PM Project Manager
PMBP Project and Project Management Business Project



APP A
CELRHR 5-2-7
1 May 99

A-4

POC Point-of-Contact
PPM Project and Program Management
PRB Project Review Board
PT Project Team
QA Quality Assurance
QAA Quality Assessment Audit
QAP Quality Assurance Plan
QAT Quality Assurance Team
QC Quality Control
QCP Quality Control Plan
QM Quality Manager
QMP Quality Management Plan
RE Resident Engineer
RFI Request for Information
RMS Resident Management System
RRC Reconnaissance Review Conference
S&A Supervision and Administration
SACCR Schedule and Cost Change Request
SADBU Small and Disadvantaged Business Utilization
SASOHI Standard Army and Occupational Health Inspections
SEADA Subversion and Espionage Directed Agent
SITREP Situation Report
SME Safety Management Evaluation
SOP Standard Operating Procedure
SOW Statement-of-Work
TAPES Total Army Performance Evaluation Systems
TC Technical Coordinator
TDY Temporary Duty
TRC Technical Review Conference
USACE U.S. Army Corps of Engineers
VE Value Engineer
VI Visual Information
WPRB Working Project Review Board
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 APPENDIX B
 

 ENGINEERING SUBPLAN

1.  Purpose.  This subplan establishes policy, procedures, and responsibilities for providing
Quality Control (QC) and Quality Assurance (QA) on civil works and Interagency and
Intergovernmental Support (IIS) engineering and design projects.  The framework for
implementing a uniform system for conducting QC/QA reviews for the Huntington District's
engineering and design products is delineated herein.

2.  Applicability.

a.  General.  This appendix supplements the guidelines provided in the main body of the
Quality Management Plan (QMP) and applies to all engineering activities of the Engineering &
Construction Division having responsibility for the preparation of engineering products.  The
quality management process outlined herein applies to all engineering services and products.

b.  Exception.  Due to its special requirements, the quality management process for
Hazardous, Toxic And Radioactive Waste services and products are outlined in Appendix G.

3.  Goal.  The goal of the Engineering & Construction Division is to deliver quality engineering
and design products, in accordance with applicable design standards and criteria, on schedule, and
within an efficient budget that fully meet the prescribed requirements and expectations of our
sponsors and customers.

4.  Definitions.

a.  Design/Study Team.  The Product Development Team for Engineering.

b.  Internal Quality Checks and Reviews.  Routine design checks and internal reviews
performed by the design team during project development.

c.  Independent Technical Review (ITR) Conference.   Meeting held between the Design Team
and the ITRT to discuss, clarify, and resolve ITR comments and comment responses.

d.  Products.   All engineering deliverables, including but not limited to, engineering technical
appendices, MCACES cost estimates, design memoranda, design analyses, plans and
specifications, environmental site assessments, remedial investigations, and studies.
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e.  Quality Assurance Team (QAT).  A team consisting of the Quality Manager (QM) and the
Technical Coordinator (TC) who performs QA on Contractors.

f.  Quality Certification Meeting.  A meeting involving the Chief, Engineering & Construction
Division, or his assistant, and the Technical Coordinator prior to releasing product deliverables
outside Engineering & Construction Division.

g.  Quality Manager (QM).  Engineering & Construction Division engineering point-of-
contact (POC) for QC/QA.  These duties and functions are assigned to the Quality Management
Section, Management Support Branch, Engineering & Construction Division.

h.  Quality Production.   Quality engineering and design services by all members of the design
team.

i.  Technical Coordinator (TC).   The Lead Project Engineer (LPE). for Engineering.

5.  Responsibilities - General.

a.  District.  Performs QC on all in-house work and resolves all technical issues within the
District.  Performs QA on contractors work.

b.  Engineering & Construction Division.  Responsible for the development of and adherence
to QC and/or QA Plans for all engineering product deliverables.

c.  Chief, Engineering & Construction Division.  Responsible for the quality of engineering
services and products produced within Engineering & Construction Division or as the result of
contractors.

d.  Engineering & Construction Division Branch Chiefs.  Resolve impasses between the design
team and the ITRT within their areas of responsibility.

e.  Design Team Members.  Responsible for product quality in their respective areas of
responsibility.

f.  Quality Manager.  Responsible for:

• maintains a list of qualified personnel for reviews
• facilitates brokering with the Division and other Districts when needed for work

leveling or to find additional technical expertise
• assists the TC in the development of the QC or QA plan
• monitors the Independent Technical Review Team (ITRT)
• member of all QA teams
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• ensures coherence and understanding of the team's mission and its bearing on the
product

• certifies that all issues are resolved and that the product is complete prior to the Quality
Certification Meeting

• establishes and monitors quality indicators (see addendum B-5)
• maintains a central record keeping file of QC/QA activities
• performs random quality audits on selected products
• engineering POC for Quality Control and Quality Assurance
• provides all documentation needed for Division QA audits
• shares lessons learned

6.  Quality Control for In-House Products.

a.  Quality Control Process.   The quality control process is an appropriate risk-based
evaluation of engineering and design products to ensure that they fully meet the prescribed
requirements and expectations of our sponsors and customers and comply with laws, regulations,
and sound technical practices of the disciplines involved.  The quality control process is intended
to add value to the final product.  Quality shall be built into the design process by the design team.
 The design team shall be responsible and accountable for product design.

(1)  Quality Control Plans.  A key part of the quality process is the preparation and
execution of a Quality Control Plan (QCP).  The District shall prepare a QCP for each technical
product.  The QCP can be very simple or elaborate depending on the risk, complexity, and cost of
the product.

(2)  Generic Quality Control Plans.  Generic QCP’s can be prepared for programs where
the products are of a routine, recurring nature.  Risk, complexity, cost, and visibility shall be the
criteria used to determine if a product specific or generic QCP is required.

(3)  Quality Production.  Throughout the design process the design team is assigned the
responsibility for the production of a quality product.  The goal of the design team is to provide
quality engineering and design services and carry out the right actions the first time.  Design team
members must take pride in their work, ownership of the design, and an interest in the overall
quality of the product.  A thorough understanding of the work is required, and the work must be
assigned to the appropriate design professionals .  The design team shall identify the appropriate
design criteria to meet the customer's needs.  Specialized training or outside consultants shall be
obtained when required.  The design shall be undertaken with full communication between design
team members to ensure product compatibility.

(4)  Internal Quality Checks and Reviews.  Each member of the design team shall ensure a
quality product in their functional area through internal design checks, reviews, and seamless
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interaction with the ITRT.  Only quality products shall be released for use by other design team
members.

(5)  Design Checks.  A design check is a detailed evaluation of the engineering analysis
and contract documents prepared by each engineering discipline as an extension of the design
process.  All checked drawings, computations, and analyses shall be annotated to show the initials
of the designer and the checker and the date of action.  The checker shall be qualified to originate
the design that they check.  Design checklists shall be developed by each engineering discipline to
strengthen the design process.  A design check shall include a comprehensive evaluation of at
least the following.

• correct application of methods
• adequacy of basic data and assumptions
• correctness of calculations
• completeness of documentation
• testing, modeling, assumptions, calculations, text, and graphic presentations in all

documents are complete, satisfy appropriate design criteria, and utilize sound
engineering practice

• compliance with guidance, standards, regulations, and laws
• biddability, constructibility, operability, and environmental issues

(6)  Design Team Reviews.  Throughout the design process the design team shall conduct
Design Team Reviews of the product at various stages of development.

(a)  Reviewers.  Once a comment is made regarding the design, it is the reviewers
responsibility to “follow up” with the Technical Coordinator or appropriate Design Team member
to ensure that they are satisfied with their response.  If the reviewer is not satisfied with their
response then bring the issue to the attention of the Section or Branch Chief for resolution.

(b)  Technical Coordinators. Comments must never be disregarded.  It is the Technical
Coordinator’s responsibility to address all comments in one of two ways:

• Concur and make the necessary corrections or
• Do not concur and inform the originator of the comment why you do not

concur.

(7)  Independent Technical Review.  The ITR process involves a continual evaluation of
the adequacy of project design and formulation as the project progresses and a final evaluation of
the completed product.  This is a seamless process involving the Design Team and ITRT and
regardless of discipline or administrative boundaries.  Proper seamless interaction will reduce the
possibility of last minute set-backs and redesigns.  The ITRT must not have been directly involved
in the development of the engineering and design products under review.  The team shall comprise
in-house and/or other individuals who demonstrate senior-level competence in the type of work
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being performed.  Milestones shall be addressed in the QCP where scheduled ITR reviews and
meetings are required.  ITRT comments shall be value-added, not just personal preferences, and
shall cite the appropriate code or regulation driving the comment.  After these reviews, an ITR
Conference will be conducted, if required, between the Design Team and the ITRT to discuss
each comment and comment response and establish clarity, and intent.  Unresolved comments
shall be resolved by the functional Branch Chief of the responsible element.  Final resolution of all
technical issues shall be made by the Chief, Engineering & Construction Division, if required. 
Significant concerns and the explanation of the resolution of any unresolved ITR comments shall
be described in the Certification of Independent Technical Review.  ITR shall ensure that:

• the concepts, assumptions, features, methods, analyses, and details are appropriate,
fully coordinated, and correct

• an appropriate range of feasible alternatives was evaluated
• the problems, opportunities, and issues are properly defined and scoped
• the analytic methods used are appropriate and yield reliable results
• the results and recommendations are reasonable, within policy guidelines, and

supported by the presentation
• any deviations from policy, guidance, and standards are appropriately identified and

have been properly documented and approved
• the products are biddable, constructible, operable, environmentally sound, and cost

effective
• the products meet the customers' needs

(a)  Macro Review.  The ITRT Leader is responsible for an overall comprehensive
macro review of the product ensuring that all disciplines intertwine into a complete total project. 
For large complex projects, this may require additional reviewers.  This responsibility includes an
overall review of all documents (i.e. Plans & Specifications) to identify gaps, contradictions, and
inconsistencies.  The intent is to minimize questions during advertisement, contract amendments,
contract modifications, and unnecessary cost and schedule increases.

(b)  Functional Review.  Members of the ITRT are responsible for reviewing the
product as defined in the QCP.  ITRT members shall review, as a minimum, their functional areas
and areas where their discipline intertwines with other disciplines.  ITRT members are encouraged
to make appropriate comments on anything, anytime, regardless of the functional area.

(c)  ITR Schedule and Funding.  The ITRT shall have sufficient time and funding to
complete a thorough review.  Any ITRT member who did not have ample time and funding to
complete a thorough review will notify the ITRT Leader that the review is not complete.  The
ITRT Leader will work through the Technical Coordinator for additional time and funding.  The
Quality Manager will be notified if sufficient time and funding can not be obtained.

(8)  Seamless Reviews.  Continual interaction between the Design Team and the ITRT is
essential for a quality product.  The appropriate level of seamless interaction is a direct function of
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relative risk.  Seamless interaction must be value-added and includes ITRT attendance at Design
Team meetings and review conferences and scheduled in-progress reviews.  This includes a
scoping review during the initial stages of product development and continual reviews of each
discipline’s major milestones before information is released to other disciplines.  The ITRT Leader
shall be invited to all Design Team meeting.  The ITRT Leader will decide if attendance by other
members of the ITRT is required.  The Quality Manager shall be copy furnished all Design Team
meeting memorandums recording seamless interaction.

(9)  Customer Involvement.  The customer and sponsor shall be asked to participate on
the ITRT when appropriate.

(10)  Documentation.  The Technical Coordinator shall document the quality process and
copy furnish all correspondence to the QM.  Sample documentation is included as Addendum B-
1.  In-progress and end-product reviews shall be documented by memorandum.  Seamless
interaction, major issues, and concerns shall be documented by memorandum and/or e-mail.

(11)  Final Product Verification.  Prior to product release from Engineering &
Construction Division a Quality Certification Meeting shall be held.  This meeting is an
opportunity for the Technical Coordinator to identify any potential problems with the product. 
This meeting does not circumvent the normal supervisory chain of command.  All members of the
design team and the ITRT shall sign a Statement of Technical Review (see addendum B-1) prior
to this meeting. The Chief, Engineering & Construction Division, or his assistant, shall sign the
Statement of Technical Review at this meeting.

(12)  Dam Safety.  A generic QCP for Dam Safety will address products critical to
management of the dam safety program that are not part of other QCP’s. For each major product,
a supplement to the plan will be developed to identify the functional team, plan of action, and the
independent review team”.  Specifically, this plan will address: Periodic Inspection Reports;
Instrumentation Evaluations; and Special Investigations (seismic, hydrologic, stability, etc.).

(13)  Planning Studies.  While Planning Division (PD) has the lead on Reconnaissance and
Feasibility Reports, a separate QCP for all engineering products (e.g. ETA’s) shall be developed,
by Engineering & Construction Division, to describe the quality control process within
engineering.  This QCP shall be incorporated into the Project Study Quality Control Plan.
Engineering & Construction Division will participate in the QC review of the entire report, in
accordance with the Project Study Quality Control Plan as described in Appendix D.

(14)  Construction.  The quality control process for Engineering during the construction
phase shall include instructions to the Resident Engineer, contract modifications, support to the
field, timely reviews of submittals, and field visits to ensure that the design intent is accomplished
for major design features.

(15)  QA for In-House District Products.  The Great Lakes and Ohio River Division
(CELRD) shall perform QA on work done by the District.  QA includes a management review of
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the District's programs and processes.  Quality Assurance shall assess the effectiveness of
programs and processes, identify potential problems, resolve and remedy circumstances before
problems occur, recommend modification of processes to improve products, verify that the
independent review processes are in place, and strengthen programs to ensure District viability.

(16)  Lessons Learned.  The process for engineering Lessons Learned is described in the
Construction Subplan, Appendix C.

b.  Quality Control Plan.  The QCP is a written plan that defines a step-by-step approach to
ensure quality on engineering and design products.  The QCP shall be product specific and shall
describe a step-by-step process regarding determination as to who will be involved, their
respective area of responsibility, and what will be reviewed.  The QCP shall not duplicate
definitions or procedures described herein.  The QCP shall be developed for each engineering
product, focusing on that product deliverable, in accordance with the Management Plan (MP). 
The QCP will be included in the MP.  The QCP is required prior to initiation of the product
development.  However, the initial QCP shall be developed to detail the overall program and then
updated to address each specific product deliverable.  The QCP shall be signed by the TC and
certified by the Chief of the functional element responsible for performing the work.  QCP’s for
Dam Safety Evaluation Reports, Implementation Documents with a project cost greater than $5
Million, Dam Safety Emergency Action Plans, and Instrumentation Updates shall be approved by
CELRD.  A sample QCP is included as Addendum B-3.  The QCP shall address the following:

(1)  Purpose.  A brief statement of purpose for the QCP.

(2)  Applicability.  A statement regarding the applicability of the plan.  Outline the scope
of work for the QCP.  For multiple product projects, address how the plan will be modified to
include future products.

(3)  References.  A list of references to any information that is part of the QCP by
reference.  Include a reference to the QMP.

(4)  General.  A general paragraph that provides descriptive information about the project
including type of project, location, authority, customer/sponsor, project description, and the
customers requirements and expectations.

(5)  Project Risk.  A description of the risks inherent to the project. The appropriate level
of internal quality checks and reviews and independent review is a direct function of relative risk. 
In general, the greater the risk, the greater the level of QC.  Risk consideration should address
such topics as:

• potential for loss of life
• potential for significant property damage
• complexity of the project
• product cost
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• design and redesign cost
• potential effects on health and safety
• environmental impacts

(6)  Technical Criteria Statement.  The identification of the technical criteria (standards,
codes, etc.) that is to be used in product formulation.  Do not list specific codes for each
discipline but list by generic type.

(7)  Design Team.  The members of the Design Team shall be identified in the QCP
together with their functional discipline and phone extension.

(8)  ITRT.  The QCP shall identify the disciplines required for the independent technical
reviews along with the name and phone extension of the independent technical reviewers.  For
small uncomplicated jobs this may be one person.  The plan shall also include the reviewers’
responsibilities.

(9)  Special Considerations.  A statement regarding any special considerations and/or
crucial design features that must be addressed.

(10)  Quality Assurance.  A statement identifying the office responsible for QA.

(11)  Customer Involvement.  A statement defining the expected customer involvement.

(12)  Review Schedule.  A list of review milestones that defines the level of in-progress
review that will be performed and a description of the seamless interaction that is expected.

(13)  Review Budget.  The ITR budget for the included products in terms of allotted
review time and dollars.

c.  Responsibilities.

(1)  Technical Coordinator (TC).  The engineer or technical specialist responsible for
product development is delegated the responsibility for ensuring overall product quality.  In
carrying out these quality control responsibilities, the TC shall:

• develop a draft QCP as the first step of the project design
• recommend the appropriate disciplines needed for the ITRT and requests the

assignment of team members
• ensure quality product through internal quality checks and reviews
• coordinate and manage the seamless interaction with the ITRT
• initiate in-progress and end-product independent reviews
• serve as POC for the ITRT leader
• keep the ITRT abreast of project schedules
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• assign design team member action for each ITRT comment
• consolidate design team written comment responses and provides to ITRT
• schedule and lead the ITR Conference.
• document all meetings between the Design Team and the ITRT and shall keep a

record of issues, concerns, and decisions
• verify that all ITRT comments have been resolved and incorporated into the

product
• provide all correspondence to the QM

(2)  Design Team.

• is responsible and accountable for project design
• ensures quality production and internal quality checks and reviews
• assists the TC in identifying the disciplines required for the ITRT
• responds to all ITRT written comments
• makes all agreed upon changes to the design documents
• participates in the ITR Conference

(3)  ITRT Leader.

• coordinates all activities associated with the independent technical review
• determines the need for attendance of ITRT members at meetings during

development of a technical product
• coordinates review activities with the TC
• reviews ITRT comments to ensure that all comments are value-added
• responsible for an overall comprehensive macro review of the product ensuring that

all disciplines intertwine into a complete total project
• assembles and consolidates review comments into one document to be forwarded

to the TC
• participates in the ITR Conference
• obtains certification that the review has been completed

(4)  Independent Technical Review Team.

• participates in the development of the specific tasks to be performed as part of the
QCP

• participates in seamless, in-progress, and end-product reviews with the Design
Team

• reviews the product deliverables for conformity to previously approved plans and
reports, technical product accuracy and adequacy, functionality of unproved and
unique design features or assumptions, assumptions and criteria

• provides written comments directly to the ITRT leader  (each comment shall
include author and phone number of who made comment; reference page,
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paragraph, and/or section to where the comment is made; discuss the issue; cite the
appropriate code or regulation, and suggest or recommend action)

• participates in the ITR Conference
• participates, as required, in IPRs, IRCs, TRCs and other decision meetings to

provide seamless quality control and expertise to the design team

7.  Quality Assurance on Contractors Work.

a.  Quality Assurance Process.  The QA process involves a management review of the
Contractor’s QC programs and processes and a contract compliance review on the Contractor’s
work.  Engineering & Construction Division and the Contractor shall establish and maintain an
“Owner-Client” relationship.  The Contractor is contractually required to perform QC.  The
Contractor will be required to submit a Contractor QCP as the first item of work in his contract
or delivery order for an indefinite delivery contract.  The Contractor QCP shall follow the
requirement set forth below in paragraph 8.  The QA team shall lead the QA review during the life
of the Contractor contract. Members representing the required functional elements shall be tasked
by the QA Team, at different stages of the contract, to perform a contract compliance review.  A
contract compliance review is process oriented, is not product oriented, and is not an ITR.  The
Contractor is responsible for addressing any findings resulting from QA audits.

(1)  Documentation.  The Technical Coordinator shall document the quality assurance
process and copy furnish all correspondence to the QM.  Sample documentation is included as
Addendum B-2.

(2)  Final Product Verification.  Prior to product release from Engineering & Construction
Division a Quality Certification Meeting shall be held.  This meeting is an opportunity for the
Technical Coordinator to identify any potential problems with the product.  This meeting does not
circumvent the normal supervisory chain of command.  Members of the QA Team shall sign a
Statement of Technical Review and the contractor shall complete and sign a Contractor Statement
of Technical Review (see addendum B-2) prior to this meeting. The Chief, Engineering &
Construction Division, or his assistant, shall sign the Statement of Technical Review at this
meeting.

b.  Quality Assurance Plan.  The QA plan is a written plan that defines a step-by-step
approach to ensure that the contractors quality control program is being undertaken properly. 
The QAP will be developed for each Contractor contract or delivery order.  The QAP shall be
signed by the TC and certified by the Chief of the functional element responsible for overseeing
the work.   A sample QAP is included as Addendum B-4.  The QAP shall address the following:

(1)  Purpose.  A brief statement of purpose for the QAP.  Name the Contractor.

(2)  Applicability.  A statement regarding the applicability of the plan.  Outline the scope
of work for the QAP.
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(3)  References.  A list of references to any information that is part of the QAP by
reference.  Include a reference to the QMP.

(4)  General.  A general paragraph that provides descriptive information about the project
including type of project, location, authority, customer/sponsor, project description, and the
customers requirements and expectations.

(5)  Project Risk.  A description of the risks inherent to the project.

(6)  QA Team.  Identify the QA Team.

(7)  Project Schedule.  A submittal and milestone schedule.

(8)  Review Budget.  The QA budget for the included products in terms of allotted review
time and dollars.

c.  Responsibilities.

(1)  Engineering & Construction Division.

• confirms that the Contractor’s QC program is being undertaken appropriately
• ensures that reviews are process oriented and not product oriented
• verifies that products received meet the requirements of the Scope-of-Services

(2)  Contractor.

• performs Quality Control
• is professionally and legally responsible for the design process and resulting

products
• is held accountable for increased costs resulting from deficient designs

(3)  Quality Assurance Team.

• reviews Contractor’s Scope-of-Services for completeness
• reviews Contractor QCP (QC program and processes, the technical disciplines of

the ITRT, ITRT members experience and knowledge)
• directs contract compliance review of product
• performs QA audits periodically (scheduled and unscheduled) to ensure that an

active QC process is in place and is followed
• reviews Contractor’s QC correspondence and the ITRT comments and responses,

and ensures that design comps, calculations, and drawings are checked
• signs quality assurance certification sheet
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(4)  Technical Coordinator.

• serves as QA Leader
• develops a QAP prior to contract award
• coordinates Contract Compliance Reviews
• assembles and consolidates QA comments
• serves as POC with Contractor
• copy furnishes all correspondence to the QM

(5)  Functional Element Members.

• serves as an extension of the QA team
• performs contract compliance reviews
• reviews the processes associated with obtaining a quality product
• reviews concepts and overall assumptions
• verifies that products received meet the requirements of the Scope-of-Services
• reviews conclusions
• reports defective work to QA team
• consults with Contractor to clarify and resolve issues without directing the

Contractor
• minimizes direct input regarding the details of the Contractor’s design

8.  Contractor Quality Control Plan.  The Contractor Quality Control Plan is the Contractor’s
management plan for executing the contract.  The Contractor QCP describes the way in which the
Contractor will produce the deliverables, and the step-by-step approach that will be taken to
ensure the quality of the engineering and design services and the products derived from those
services.  In addition to the requirements of the quality control plan as described above, the
following items are key components of the Contractor QCP:

a.  Management Philosophy.  The Contractor QCP shall discuss the organization’s technical
management philosophy relative to its commitment to quality.  The Contractor’s Quality Control
Program shall include Quality Production, Internal Quality Checks and Reviews, and Independent
Quality Control.

b.  Management Structure.   The Contractor QCP shall delineate the organizational
composition of the Contractor firm to clearly show the interrelationships of management, design
team components, and the independent quality control team, including all consultants.  An
organizational chart identifying by name the key design and independent review team members,
and showing their specific responsibilities related to the project shall be included.
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c.  Management Approach.  The Contractor QCP shall define the specific management
methodology to be followed during the performance of the work, including such aspects as,
documentation management and control, communications, design coordination procedures, design
checks and reviews, and managerial continuity and flexibility.  Design checks and reviews should
include a comprehensive evaluation of:

• correct application of methods
• adequacy of basic data and assumptions
• correctness of calculations
• completeness of documentation
• testing, modeling, assumptions, calculations, text, and graphic presentations in all

documents for completeness and to satisfy appropriate design criteria and use of sound
engineering practice

• compliance with guidance, standards, regulations, and laws
• biddability, constructibility, operability, and environmental issues

d.  Independent Reviews.  Independent reviews shall be conducted by senior, technically
qualified professionals, who have not been directly involved with product development and who
will ensure that:

• the concepts, assumptions, features, methods, analyses, and details are appropriate,
fully coordinated, and correct

• an appropriate range of feasible alternatives was evaluated
• the problems, opportunities, and issues are properly defined and scoped
• the analytical methods used are appropriate and yield reliable results
• the results and recommendations are reasonable, within policy guidelines, and

supported by the presentation
• any deviations from policy, guidance, and standards are appropriately identified and

have been properly approved
• the products are biddable, constructible, operable, environmentally sound, and cost

effective
• the products meet the customers' needs

e.  Documentation.   All internal review documents and associated comments and responses
shall be retained in the Contractor's files in auditable condition and submitted to the Government.
Upon project completion, the Contractor must submit a Contractor Statement of Technical
Review signed by the Design Team, the ITRT, and the Principal of the Contractor.

f.  Design Tools.  The design tools that will be used in executing the contract, such as, CADD,
MCACES, SPECSINTACT, and computer applications programs, shall be described.
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g.  Scheduling.  A design schedule shall be included showing the sequence of events involved
in carrying out specific tasks within the specified period of service.  The design review and
correction periods scheduled prior to submittals shall be clearly shown.

h.  Construction Cost Estimate Control.   The organization’s internal controls to minimize
construction cost overruns shall be described to ensure the accuracy and integrity of the
construction cost estimate.  The Contractor shall state how construction cost information will be
handled and communicated to the Government.

i.  Communications.  Methods shall be discussed by which clear and accurate communications
are to be achieved both within and outside the organization.  The names of all parties authorized
to request modifications to the contract shall be furnished and specifically how these modifications
will be coordinated and documented.

5 Addendum’s:
B-1  -  QC Correspondence - Sample
B-2  -  QA Correspondence - Sample
B-3  -  Quality Control Plan - Sample
B-4  -  Quality Assurance Plan - Sample
B-5  -  Quality Indicators
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ADDENDUM B-1

QC Correspondence - Sample
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Sample Memorandum:  Transmits the draft QCP to District elements.

S: 14 April 1996

CELRH-EC-DC (1110) 1 April 1996
Barry/5220(1)

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Draft Quality Control Plan, West Columbus L.P.P., Phase IIA Design Memorandum.

Enclosed is the draft Quality Control Plan for the subject project.  Please review, assign the
appropriate ITRT member from your discipline and provide any comments to Charles D. Barry,
CELRH-EC-DC, no later than 14 April 1996.

Encl ARTHUR J. SORTET, P.E. (2)

Chief, Design Branch

DISTRIBUTION: (3)

CELRH-EC-MQ  (William A. Miller, Quality Manager)
CELRH-EC-XX
CELRH-EC-XX
CELRH-EC-XX
CELRH-RE-XX
CELRH-PD-XX
CELRH-OR-XX
CELRH-EC-X  (QC File)

(1)  The Technical Coordinator transmits the draft QCP to District elements for comments
and assignment of ITRT members.

(2)  Responsible Branch Chief.
(3)  Distribution should be modified as appropriate for specific project.
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Sample Memorandum:  Transmits the QCP to the Design Team and the ITRT.

CELRH-EC-DC (1110) 1 April 1996
Barry/5220(1)

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Quality Control Plan, West Columbus L.P.P., Phase IIA Design Memorandum.

Enclosed is the Quality Control Plan for the subject project.  A quality product will be assured
through the implementation of this plan.

Encl ARTHUR J. SORTET, P.E. (2)

Chief, Design Branch

DISTRIBUTION:
CELRH-EC-MQ  (William A. Miller, Quality Manager)
Design Team
ITRT
CELRH-EC-X  (QC File)

(1)  Technical Coordinator.
(2)  Responsible Branch Chief.
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 Sample Memorandum:  Transmits the product to the ITRT Leader for in-progress and end-
product review.

S: 14 April 1996

CELRH-EC-DC (1110) 1 April 1996
Barry/5220(1)

MEMORANDUM FOR CELRH-EC-DS (Ellis Brown, ITRT Leader)

SUBJECT:  End-Product ITRT Review, West Columbus L.P.P., Phase IIA Design
Memorandum.

1.  Attached is the subject project DM.  Please review in accordance with the QCP and provide
comments to the TC, Charles D. Barry, CELRH-EC-DC, no later than 14 April 1996.

2.  There is $2,500 available for each member of the ITRT.  All work associated with the ITR
should use the following CEFMS funding numbers:

Funded 00217B
Ordering 00217W

Work Category 30DXL
Work Category Element WN000

Encl ARTHUR J. SORTET, P.E. (2)

Chief, Design Branch

cf
CELRH-EC-MQ  (William A. Miller, Quality Manager)
CELRH-EC-X  (QC File)

(1)  The Technical Coordinator transmits the products to the ITRT leader for review.
(2)  Responsible Branch Chief.
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Sample Memorandum:  Transmits consolidated in-progress and end-product review ITRT
comments to the TC.

CELRH-EC-DS (1110) 1 April 1996
Brown/5220(1)

MEMORANDUM THRU CELRH-EC

FOR CELRH-EC-DC (Charles Barry, Technical Coordinator)

SUBJECT:  ITRT Review Comments, West Columbus L.P.P., Phase IIA Design Memorandum.

Enclosed are the consolidated ITRT review comments.  The ITRT is available to meet with the
design team to discuss any comments if required.

Encl ELLIS BROWN, P.E. (1)

ITRT Leader
Structural Section, Design Branch

cf
CELRH-EC-MQ  (William A. Miller, Quality Manager)
ITRT
CELRH-EC-X  (QC File)

(1)  Independent Quality Control Team Leader.
Note:  Routing is directly from the ITRT Leader, thru CELRH-EC, to the TC.
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Sample Memorandum:  Transmits consolidated in-progress and end-product review ITRT
comment responses to the ITRT Leader.

CELRH-EC-DC (1110) 1 April 1996
Barry/5220(1)

MEMORANDUM THRU CELRH-EC

FOR CELRH-EC-DS (Ellis Brown, ITRT Leader)

SUBJECT:  Responses to ITRT Comments, West Columbus L.P.P., Phase IIA Design
Memorandum.

Enclosed are the responses to the ITRT review comments.  The design team is available to meet
with the ITRT to discuss any of the comment responses if required.

Encl ARTHUR J. SORTET, P.E. (2)

Chief, Design Branch
cf
CELRH-EC-MQ  (William A. Miller, Quality Manager)
Design Team
CELRH-EC-X  (QC File)

(1)  Technical Coordinator.
(2)  Responsible Branch Chief.
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Sample Statement of Technical Review (In-House Work): Certifies and Documents that QC was
accomplished and approved.

STATEMENT OF TECHNICAL REVIEW

West Columbus, LPP
Phase IIA Design Memorandum

1 April 1996

COMPLETION OF INDEPENDENT TECHNICAL REVIEW

The District has completed the DM of the West Columbus LPP, Phase IIA, Columbus Ohio. 
Notice is hereby given that an independent technical review has been conducted that is
appropriate to the level of risk and complexity inherent in the project, as defined in the Quality
Control Plan.  During the independent technical review, compliance with established policy
principles and procedures, utilizing justified and valid assumptions, was verified.  This included
review of assumptions; methods, procedures, and material used in analyses; alternatives evaluated;
the appropriateness of data used and level of data obtained; and reasonableness of the results,
including whether the product meets the customer's needs consistent with law and existing Corps
policy.  The study/design was accomplished by a District team and the independent technical
review was accomplished by an independent District team.

Design Team (1) ITRT (2)

                    (Signature)                                         (Signature)                          
Charles D. Barry,  CELRH-EC-DC Ellis Brown,  CELRH-EC-DC
Technical Coordinator ITRT Leader
Civil Site Civil Site

                    (Signature)                                         (Signature)                          
Ronald J. Rakes,  CELRH-EC-DC William A. Miller,  CELRH-EC-DP
Civil Site Specifications

                    (Signature)                                         (Signature)                          
Jack Patrick, CELRH-EC Coy Miller,  CELRH-EC-WH
Construction Hydraulics

                    (Signature)                                         (Signature)                          
Kathleen C. Shore,  CELRH-EC-DP Danny L. Boster,  CELRH-EC-GS
Specifications Soils

Design Team (1) ITRT (2)
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                    (Signature)                                         (Signature)                          
Michael Ferguson, CELRH-EC-A Donna Hrko,  CELRH-EC
Engineer Manager Construction

                    (Signature)                                         (Signature)                          
Greg Hensley,  CELRH-EC-GS Robert Taylor,  CELRH-EC-DS
Soils Structural

                    (Signature)                      
Ken Halstead, CELRH-EC-WH
Hydraulics

                    (Signature)                      
Tom Russell, City of Columbus
Sponsor

(1)  Individuals named in the QCP and additional team members that have contributed
significantly.

(2)  Individuals named in the QCP.
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CERTIFICATION OF INDEPENDENT TECHNICAL REVIEW

Significant concerns and the explanation of the resolution are as follows:

None.

As noted above, all concerns resulting from independent technical review of the project have been
considered.

                                     (Signature)                                                 (Date)         
Gordon M. Butler, Chief, Engineering & Construction Division
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ADDENDUM B-2

QA Correspondence - Sample
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Sample Contractor Statement of Technical Review (Contractor Work): Certifies and Documents
that the Contractor’s QC was accomplished and approved.

CONTRACTOR STATEMENT OF TECHNICAL REVIEW

West Columbus, LPP
Phase IIA Design Memorandum

1 April 1996

COMPLETION OF INDEPENDENT TECHNICAL REVIEW

The A-E firm of GT Engineers has completed the DM of the West Columbus LPP, Phase IIA,
Columbus Ohio.  Notice is hereby given that an independent technical review has been conducted
that is appropriate to the level of risk and complexity inherent in the project, as defined in the
Quality Control Plan.  During the independent technical review, compliance with established
policy principles and procedures, utilizing justified and valid assumptions, was verified.  This
included review of assumptions; methods, procedures, and material used in analyses; alternatives
evaluated; the appropriateness of data used and level of data obtained; and reasonableness of the
results, including whether the product meets the customer's needs consistent with law and existing
Corps policy.

GT Engineers Design Team (1) GT Engineers ITRT (1)

                    (Signature)                                         (Signature)                          
Shawn Jones,  Project Manager John Heisman, Civil Site

                    (Signature)                                         (Signature)                          
Robert Lavette, Civil Site Bobby Dodd,  Structural

                    (Signature)                                         (Signature)                          
Eddie Lee Ivery, Soils & Materials Bobby Ross,  Geotechnical

                    (Signature)                                         (Signature)                          
Gary Lee, Structural Bud Carson, Mechanical

                    (Signature)                       
Eddie Prokop, Mechanical

(1)  Individuals named in the Contractor QCP and additional team members that have
contributed significantly.
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CERTIFICATION OF INDEPENDENT TECHNICAL REVIEW

Significant concerns and the explanation of the resolution are as follows:

None

As noted above, all concerns resulting from independent technical review of the project have been
considered.

                                     (Signature)                                                 (Date)         
Pepper Rodgers, Principal GT Engineers
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Sample Statement of Technical Review (Contractor Work): Certifies and Documents that QA was
accomplished and approved.

STATEMENT OF TECHNICAL REVIEW

West Columbus, LPP
Phase IIA Design Memorandum

1 April 1996

COMPLETION OF INDEPENDENT TECHNICAL REVIEW
And QUALITY ASSURANCE REVIEW

The A-E firm of GT Engineers has completed the DM of the West Columbus LPP, Phase IIA,
Columbus Ohio.  Notice is hereby given that an independent technical review has been conducted
that is appropriate to the level of risk and complexity inherent in the project, as defined in the
Quality Control Plan.  During the independent technical review, compliance with established
policy principles and procedures, utilizing justified and valid assumptions, was verified.  This
included review of assumptions; methods, procedures, and material used in analyses; alternatives
evaluated; the appropriateness of data used and level of data obtained; and reasonableness of the
results, including whether the product meets the customer's needs consistent with law and existing
Corps policy.  The study/design was accomplished by GT Engineers and the independent technical
review was accomplished by GT Engineers.  Their certification is attached.  The District has
completed a quality assurance audit and the subject project is in compliance with the contract
requirements.

                    (Signature)                                         (Signature)                          
John R Bock,  CELRH-ED-DC William A. Miller,  CELRH-EC-MQ
QA Leader / Technical Coordinator Engineering Quality Manager
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CERTIFICATION OF INDEPENDENT TECHNICAL REVIEW
And QUALITY ASSURANCE REVIEW

Significant concerns and the explanation of the resolution are as follows:

None

As noted above, all concerns resulting from independent technical review of the project have been
considered.

                                     (Signature)                                                 (Date)         
Gordon M. Butler, Chief, Engineering & Construction Division
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QUALITY CONTROL PLAN
for

MARMET LOCK REPLACEMENT
Overall Project

LOCK DM PHASE

1 April 1996
 Rev # 2

1.  Purpose.  This Quality Control Plan (QCP) describes the policy and specific actions that will
be implemented on this project.  Implementation will ensure that a quality product is being
produced, in accordance with applicable design standards and criteria, on schedule and within
budget that fully meet the prescribed requirements and expectations of the sponsor and customer.

2.  Applicability.  The QCP, along with reference 3.a., defines the responsibilities and roles of
each member on the Independent Technical Review Team (ITRT) and covers the following
Marmet Lock Replacement product deliverables: Lock DM, Plans & Specifications; and the
engineering during construction phase of the project.  This QCP will be updated as required upon
the completion of each phase, to detail the remaining phase(s) of the project.  Separate QCP's will
be developed for other engineering product deliverables namely, Materials DM, Geology &
Foundation DM, and Relocations DM.

3.  References.

a.  CELRHR-5-2-7 Quality Management Plan.

b.  Kanawha River Navigation Study, Marmet Lock Replacement, Interim Feasibility Report,
Appendix A, Engineering, Design, and Cost, December 1993, Volume 2 of 4.

c.  Marmet Lock Replacement, Alternative Lock Wall, Guide Wall, and Guard Wall
Investigation Report, August 1995.

4.  General

a.  Type of Project.  Navigation

b.  Location.  Marmet, WV at Kanawha River Mile 67.7.  Right descending bank
communities of West Belle and Holley Lawn.
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c.  Authority.  Authorized as part of the Kanawha River Navigation Study by resolution of
the Senate Committee on Environment and Public Works on 1 October 1979.

d.  Customer/Sponsor.  The customers for this project are the Navigation Industry and the
Huntington District, Operations Division.  The sponsor is the Inland Navigation Trust Fund.

e.  Project Description.  The recommended plan for the modernization of the Marmet Locks
and Dam project includes the construction of an additional 110- by  800-foot lock on the right
descending bank landward of the existing locks.  The existing twin 56' x 360' locks will be used as
the auxiliaries when the new lock is closed.  The proximity of the additional lock to the existing
lock structures and the need to minimize the impact to the community of West Belle have
controlled many of the basic design features.  Major project features include:

• new 110'x 800' lock
• acquisition of 98.18 acres and a temporary easement of 4.8 acres (215 Real Estate

tracts)
• excavation of 1,000,000 CY
• LF Upper Guide Wall and 960 LF Lower Guide Wall
• new 1,000 LF Ported Upper Guard Wall
• on-site environmental mitigation including three wetland ponds, flow augmentation

well, and environmental plantings

f.  Customer Requirements and Expectations.

(1)  Navigation Industry.  The Navigation Industry requires a 110’ wide by 800’ lock that
is easy to enter and exit.  They expect a durable lock that rarely needs to be closed for
maintenance.

(2)  Huntington District, Operations Division.  The Operations Division require a lock and
appurtenant features that are low maintenance to operate.  They expect an easy control system,
state-of-the-art facilities, ample storage areas, and ample maintenance areas.

5.  Project Risks.  (1)

a.  Catastrophic Failure.  If a major project feature, such as a lock wall, were to fail,
devastating economic impacts would be incurred by the navigation industry and other commerce
dependent on commodities shipped within the Marmet pool.  Downstream flooding resulting from
failure is not likely, however upstream environmental impacts could be severe.

b.  Customer Satisfaction and Economic Life.  The project has an economic life of fifty
(50) years.  A quality design must incorporate reliable, cost effective structures that meet the
functional requirements of the navigation industry while minimizing the operational and
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maintenance costs and environmental impacts of the project.  Any design which does not properly
address these issues will run the risk of incurring high maintenance costs and detrimental
navigational impacts.

c.  Project Costs.  The baseline cost for this project is $???,000,000.

(1)  Risk factors will determine the appropriate level of effort required for QC.  Risks are
project specific.  Defined in reference 3.a., Appendix B,  para. 6.b.(5).

6.  Technical Criteria Statement.  The project will be designed in accordance with Corps of
Engineers criteria contained in Engineering Regulations, Engineering Manuals, and Engineering
Technical Letters.

7.  Design Team.  Throughout the design, review and comment resolution process, the design
team is delegated the ultimate responsibility for the production of a quality product as detailed in
reference 3.a., Appendix B, para. 6.a.(3) thru (6).  (2)  The design team and TC must encourage
and facilitate communication between design team members to ensure product compatibility. The
Design Team is listed below:

Member/POC Discipline Ext.

Max Stull Civil Site - TC 5273

Mike Keathley Structural 5278

Brian Porter Electrical 5284

Richard McCoy Mechanical 5234

Coy Miller Hydraulics 5601

Anita Wickline Soils 5288

Mike Nield Geology 5674

Lisa Humphreys HTRW 5123

Joe Pham Cost 5821

Tom MacFarland Engineer Manager 5936

Jack Patrick Construction 5006

Don Hershfield Environmental 5333

Roger Hayes Operations 5490

Steve Shiedeler Real Estate 5208
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(2)  Roles and responsibilities of design team members in the quality control process are
outlined in the applicable part of CELRHR 5-2-7.

8.  Independent Technical Review Team.  Independent Technical Review is a continual
evaluation of the adequacy of the project design and formulation as the project progresses as well
as the final evaluation of the completed product by qualified individuals not directly involved with
the project.  Independent review will be a seamless, value added, process between the Design
Team and ITRT as detailed in reference 3.a., Appendix B, para. 6.a.(7).  The ITRT team members
along with their responsibilities are listed below: (3)

a.  Civil/Site - Bill Miller, EC-DP - ITRT Leader
• conformance of design with applicable regulations and standards
• clarity of document
• consistency of design
• overall comprehensive macro review of the product ensuring that all disciplines

intertwine into a complete total project

b.  Structural - Mike Szwalbnest, EC-DS
• conformance of design with applicable policies, regulations, and standards
• verification of design assumptions
• verification that appropriate design parameters were incorporated into the calculations
• verification that proper design tools, such as computer programs were correctly

applied
• overall comprehensive macro review of the product ensuring that all disciplines

intertwine into a complete total project
 

c.  Electrical/Mechanical - Phillip Payne, EC-DE
• conformance of design with applicable regulations and standards
• verification that wall designs will accommodate electrical and mechanical features
 

d.  Hydraulics - Randy Spurlock, EC-WH
• verification of interior drainage features
• verification of navigability
• verification of impacts to hydraulic performance
• conformance of design with applicable regulations and standards
 

e.  Soils/Materials - Thomas Hugenberg, CELRD-OR-ET-ES
• review of excavation slope stability
• verification of underseepage-control design
• verification of saturation levels and drainage design assumptions
• verification of soil strengths and recommendations used
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• adequacy of overall explorations and testing
• review of construction materials
• continuity with the Materials DM
 

f.  Dam Safety and Instrumentation - Larry Franks, EC-GD
• review of survey and layout requirements
• review of instrumentation requirements
 

g.  HTRW - Frank Albert, EC-GH
• adequacy of HTRW explorations and testing
• conformance of design with HTRW remediation guidance
 

h.  Geology - Wayne Swartz, CELRD-OR-ET-ES
• verification of foundation strengths and recommendations supplied to other offices
• adequacy of overall explorations and testing
• continuity with the Geology and Foundations DM
 

i.  Environmental - Barry Passmore, PD-B
• NEPA Compliance
• compliance with Feasibility Intent
• compliance with Delegated Administrative
• authorities for departures from Requested Authorization
 

j.  Operations - Domenico Chianesi, OR-R
• verification of navigation impacts
• review of O&M characteristics
• verification of the operability of the design
 

k.  Real Estate - Shawn Berry, RE-PP
• insuring that all affected interests have been addressed in the report
• verification of real estate requirements and changes to the 01 account
• clarity and completeness of the Real Estate portion of the report
 

l.  Cost Engineering - Jeff Yost, EC-C
• verification of screening level cost estimates
• completeness of the Current Working Estimate
 

m.  Construction - Donna Hrko, EC-I
• review of constructibility assumptions
• verification of impacts to construction sequence and duration
• biddability
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n.  Navigation Center - David Weekly, NC
• review of impacts to overall plan formulation
• verification of impacts to project benefits
 

o.  Customer/Sponsor - Jim Shorts, Navigation Industry
 

 Roles and responsibilities of ITRT members are outlined in the applicable part of CELRHR 5-2-
7.  The size of the ITRT is determined by a risked-based evaluation.  In general, the greater the
risk, the greater the level of QC.  All disciplines are not required for every project.

 
 

9.  Special Considerations

a.  Structural
• design longevity
• interaction with other project features
• stability of existing landwall during construction
 

b.  Geotechnical
• potential for HTRW in vicinity of upstream guide wall
• dewatering considerations
 

c.  Construction
• constructibility
• adequacy of CWL
• construction duration
 

d.  Operations and Maintenance
• serviceability of recommended designs
• impacts to navigation
 

e.  Cost
• adequacy of working level cost estimates
• adequacy of project contingencies

10.  Quality Assurance.  Quality Assurance (QA) will be performed by the Great Lakes and
Ohio River Division.

11.  Customer Involvement.
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a.  Internal Customer.  Operations Division is a member of the Design Team and they are
represented on the ITRT.

b.  External Customer.  The Navigation Industry participates in the form of user group
meetings.  A representative has been asked to participate on the ITRT.

12.  Review Schedule.

Activities Scheduled Date

In-Progress ITRT Review of Design Analysis (70%) Feb 95
Design Team Review Jul 96
BCOE Review/ ITR Review of the Lock DM Aug 96
Design Team revise Lock DM Sep 96
Quality Certification Meeting with Chief EC Sep 96
Update QCP to detail P&S phase Oct 96
Initiate Plans and Specs Nov 96.
Update QCP to detail Engineering During Construction Feb 99
Initiate Construction Mar 99
New Lock Opens Jul 2004
Complete Construction Oct 2005

13.  Review Budget.  There is $40,000 available for QC review.  The TC will manage the funds
and distribute funding to all ITRT members involved.  There is $20,000 available for In-Progress
Review and $20,000 available for End-Product Review of the DM.  The ITRT will have 5 days to
complete each review.  All work associated with the ITR should use the following CEFMS
funding numbers:

Funded 00217B
Ordering 00217W

Work Category 30DXL
Work Category Element WN000

Prepared By: Certified By:

                    (Signature)                                         (Signature)                          
Max Stull,  CELRH-EC-DC Larry McCoy,  CELRH-EC-DC
 Technical Coordinator Chief, Civil Design Section
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QUALITY ASSURANCE PLAN
for

WEST COLUMBUS LOCAL PROTECTION PROJECT
PHASE IID

DESIGN ANALYSIS, PLANS AND SPECIFICATIONS, & CONSTRUCTION
 

1 April 1996
 Rev # 2

1.  Purpose.  This Quality Assurance Plan (QAP) presents the policy and specific actions that will
be implemented on this project.  Implementation will ensure that appropriate processes and
personnel are employed to produce a quality product, in accordance with applicable design
standards and criteria, on schedule and within budget that fully meet the prescribed requirements
and expectations of the sponsor and customer.  The A-E firm of GT Engineers of Atlanta, GA is
responsible for Quality Control which includes Quality Production, Internal Quality Checks and
Reviews, and Independent Technical Review as detailed in reference 3.a., appendix B, para. 6.a.
and para. 8.

2.  Applicability.  Phase IID Design Analysis, Plans & Specifications, and Construction Services
are being performed by the A-E firm of GT Engineers of Atlanta, GA.  The QAP, along with
reference 3.a., defines the responsibilities and roles of each member on the Quality Assurance
Team.  This QAP covers the product deliverables of the Design Analysis, the Plans &
Specifications, and the engineering during construction.  Separate QAP's will be developed for
other phases of the West Columbus LPP.

3.  References.

a.  CELRHR-5-2-7 Quality Management Plan.

b.  West Columbus, Ohio Local Protection Project, Reevaluation Study, November 1992.

c.  Scope of Services for the Preparation of the Design Analysis and Plans & Specifications
for West Columbus LPP, Phase IID, Contract No. DACW69-95-?-????, 5 July 1995

4.  General

a.  Type of Project.  Flood Control

b.  Location.  Columbus, Ohio between Scioto River Miles ?? and ??.
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c.  Authority.  Authorized as part of the ??.

d.  Customer/Sponsor.  The customer and sponsor for this project is the City of Columbus,
Ohio.

e.  Project Description.  Phase IID begins at STN 151+00 of the current floodwall alignment
and ends at STN 214+33.292.  The proposed alignment consists of levee, cantilever I-type
floodwall, high ground, and closures.  The portion of the bike trail included in Phase IID begins at
STN 34+40 of the current bike trail alignment.  Project features include:

• LF of Levee
• LF of Cantilever I-Type Floodwall
• LF of High Ground
• Stop Log Gate Closures
• Sandbag Type Closures
• Stop Log Storage Buildings

f.  Customer Requirements and Expectations.  The City of Columbus expects a
floodwall/levee that will protect the area of West Columbus from a flood of 100 year frequency. 
The City will partner with our A-E firm of GT Engineers to ensure that the floodwall/levee will
blend with the local features and match local architectural style.

5.  Project Risks.  (1)

a.  Catastrophic failure.  If a major project feature, such as a levee, I-wall, or gate closure,
were to fail, devastating economic impacts would be incurred within the area of protection and
there would be potential for loss of health, safety, and life.

b.  Customer Satisfaction.  A quality design must incorporate reliable, cost effective features
which meet the operational requirements of the City of Columbus.

c.  Project Complexity.  Utility and railroad relocations is a large part of this project. 
Anything less than a quality design could result in costly redesigns.

d.  Project Costs.  The baseline cost for this phase is $??,000,000.

(1)  Risk factors will determine the appropriate level of effort required for QC.  Risks are
project specific.  Defined in reference 3.a., Appendix B, para. 6.b.(5).

6.  Quality Assurance Team.  Quality Assurance is a management review of the Contractor’s
QC programs and processes and a contract compliance review on the Contractor’s work as
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detailed in reference 3.a., Appendix B, para. 7.  Quality Assurance includes a review of the
Contractor’s scope-of-work, a review of the Contractor QCP, a review of the qualifications of the
Contractor's design team and independent reviewers, a review of the Contractor's QC efforts
(including documentation), a contract compliance review, and a management review of the
Contractor’s program and processes.  The QA Review Team is listed below

Discipline Member Ext.

Technical Coordinator John R. Bock (Leader) 5969

Quality Manager William A. Miller 5955

7.  Project Schedule

Activities Scheduled Date

Q-C Plan and Schedule Submission Nov 95
Q-C Plan and Schedule Review  Dec 95
Draft Design Analysis Submission  Aug 96
Plans Submission  Jan 97
Plans and Specifications Submission  Jun 97
Plans and Specifications Review - BCOE,
QA,

Jul 97

Final Plans and Specifications Submission  Aug 97
Initiate Construction  Dec 98
Complete Construction  Sept 2000

8.  Review Budget.  There is $15,000 available for QA review.  The TC will manage the funds
and distribute funding to all team members involved in contract compliance reviews.  All work
associated with the QA review should use the following CEFMS funding numbers:

Funded 00217B
Ordering 00217W

Work Category 30DXL
Work Category Element WN000
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Prepared By: Certified By:

                    (Signature)                                         (Signature)                          
John R. Bock,  CELRH-EC-DC Larry McCoy,  CELRH-EC-DC
Technical Coordinator Chief, Civil Design Section
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QUALITY INDICATORS

Quality Indicators shall be used by Engineering & Construction Division as a tool to improve
engineering product quality.  Quality Indicators are warning signs of Quality Management process
weaknesses.  If weaknesses are found, actions will be taken by the Quality Manager to improve
the Quality Management system.  Below are Quality Indicators that will be monitored by the
Quality Manager:

a.  Internal Process Quality.

(1)  Random Quality Audits.   The Quality Manager shall perform random quality audits on
selected products.  The Quality Manager will check process related components such as the QCP,
Quality Production, Internal Quality Checks and Reviews, ITR, Seamless Interaction, and Quality
Documentation.

b.  Internal Product Quality.

(1)  Design Cost Growth.   Design Cost Growth during the design phases of the product will
be measured as a percentage of the Design Cost in the Baseline Cost Estimate.  Excessive cost
growth will warrant action by the Quality Manager.  Design Cost Growth, and the rationale, will
be reported to the Quality Manager by the Engineering Project Management Team Member.  Not
all cost growth reflects poor quality (e.g. scope changes).  The Quality Manager will investigate
the causes of the cost growth.

(2)  Construction Cost Growth During Design.   Construction Cost Growth during the design
phases of the product will be measured as a percentage of the Construction Cost in the Baseline
Cost Estimate.  Excessive cost growth will warrant action by the Quality Manager.  Construction
Cost Growth, and the rationale, will be reported to the Quality Manager by the Engineering
Project Management Team Member.  Not all cost growth reflects poor quality (e.g. scope
changes, excessive inflation, market variability).  The Quality Manager will investigate the causes
of the cost growth.

(3)  ITR Reworks.   Rework of the technical product resulting from ITR comments will be
monitored by the Quality Manager.  Major rework of the technical product will warrant action by
the Quality Manager.

(4)  Scheduled Design Completion.  Design completion of the product will be measured
against the original scheduled completion date.  Schedule slippage’s will warrant action by the
Quality Manager.  Schedule slippage’s, and the rationale, will be reported to the Quality Manager
by the Engineering Project Management Team Member.  Not all schedule slippage’s reflects poor
quality (e.g. scope changes).  The Quality Manager will investigate the causes of the schedule
slippage’s.
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(5)  Construction Contract Amendments.   The number of construction contract amendments
during the A/O/A phase of the project will be measured.  An excessive number of contract
amendments will warrant action by the Quality Manager.  The number of contract amendments,
and the rationale, will be reported to the Quality Manager by the Chief, Specifications Section. 
Not all contract amendments reflect poor quality (e.g. scope changes, contract administration,
labor rates).  The Quality Manager will investigate the causes of the contract amendments.

b.  External Product Quality.

(1)  Construction Request for Information (RFI).   The number of construction RFI’s during
the construction phase of the project will be measured.  An excessive number of RFI’s will
warrant action by the Quality Manager.  The number of RFI’s, and the rationale, will be reported
to the Quality Manager by the Construction Project Management Team Member.  Not all RFI’s
reflect poor quality (e.g. material change, procedure change).  The Quality Manager will
investigate the causes of the RFI’s.

(2)  Construction Contract Modifications.   The number of construction contract modifications
during the construction phase of the project will be measured.  An excessive number of contract
modifications will warrant action by the Quality Manager.  The number of contract modifications,
and the rationale, will be reported to the Quality Manager by the Construction Project
Management Team Member.  Not all contract modifications reflect poor quality (e.g. scope
changes, contract administration, weather days).  The Quality Manager will investigate the causes
of the contract modifications.

(3)  Construction Cost Growth.   Construction cost growth during the construction phase of
the project will be measured as a percentage of the contractors bid price.  Excessive cost growth
will warrant action by the Quality Manager.  Construction cost growth, and the rationale, will be
reported to the Quality Manager by the Construction Project Management Team Member.  Not
all cost growth reflects poor quality (e.g. scope changes, differing site conditions).  The Quality
Manager will investigate the causes of the cost growth.

(4)  Construction Claims.  The number of construction claims during the construction phase of
the project will be measured as a percentage of the contractors bid price.  Excessive claims will
warrant action by the Quality Manager.  Construction claims, and the rationale, will be reported
to the Quality Manager by the Construction Project Management Team Member. Not all claims
reflects poor quality (e.g. contractor error).  The Quality Manager will investigate the causes of
the claims.

(5)  Customer Surveys.   The Quality Manager shall survey the resident engineer and the
construction contractor on all construction projects as the project nears completion.  The survey
will evaluate the quality of the drawings and specifications and the quality of design in the
following areas: Site, Structural, Electrical, Mechanical, Architectural, and Geotechnical.  An
example Quality Evaluation Survey is attached on the page.
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QUALITY EVALUATION SURVEY

Project Name:  Winfield Additional Lock and Gate Bay - Phase IIB

Project Type:  Navigation Lock and Gate Bay

Location:  Eleanor, WV                                 Contract Number:  94-C-0027

Designer:  Huntington District, USACE

ITR:  Huntington District, USACE

Contractor:  Johnson / Massman Construction, JV

Bid Amount:  $112,351,706.50 Estimated Final Amount:  $116,400,700

Date:  17 October 1997

     Needs *
Good Average Improvement

1.  Drawings Clear and Concise ______ _______    _______

2.  Specifications Clear, Concise,
and Up-to-Date ______ _______    _______

3.  Specifications of Unusual Items ______ _______    _______

4.  Site Design ______ _______    _______

5.  Geotechnical Design ______ _______    _______

6.  Structural Design ______ _______    _______

7.  Mechanical Design ______ _______    _______

8.  Electrical Design ______ _______    _______

9.  Architectural Design ______ _______    _______

10.  Detail for Cost Estimating ______ _______    _______

11.  Coordination among Disciplines ______ _______    _______

*  Please describe the reasons for all Needs Improvement marks on the attached sheet.
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APPENDIX C

CONSTRUCTION SUBPLAN

1.  Purpose.  This Appendix provides the procedures for execution of the Quality Assurance
(QA) operating plan to be utilized in the execution of construction contracts within the
Huntington District.

2.  Applicability.  This appendix applies to all elements and personnel within the Huntington
District that are responsible for Quality Assurance of construction contracts.

3.  References.

a.  ER 415-1-10, Contract Submittal Procedures

b.  ER 415-1-11, Biddability, Constructibility  And Operability

c.  ER 1110-1-8100, Laboratory Investigations And Materials Testing

d.  ER 1180-1-6, Construction Quality Management

e.  ER 415-2-100, Construction Management Policies, Procedures And Staffing For Civil
Works Projects

f.  CEORDR 1110-2-36, Engineering Consideration And Instruction To Field Personnel

g.  CEORDR 415-1-4, Quality Assurance Management

h.  CEORDR 415-1-5, Biddability, Constructibility And Operability

4.  Definitions.

a.  Lessons Learned System.   Automated data management system in which deficient items of
work on a project are gathered and referenced during future design and construction in order to
eliminate repetitiveness.
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b.  Peer Review.  Quality Assurance audit performed by one Resident Office staff, usually
Resident Engineer and Office Engineer, at another Resident Office in order to share ideas and
implement the best construction management practices.

c.  Partnering.  An approach to conducting business that focuses on making the goals of the
owner, contractor, designer, and supplier better understood and easier to manage.

d.  Resident Management System.   Automated construction management system designed to
assist the Resident Office staff in the overall management of a contract.

e.  Three Phase Control.   Structured system of inspection that divides the surveillance of each
definable feature of work into manageable pieces.

5.  Responsibilities and Functions.

a.  Engineering & Construction Division.  The Engineering & Construction Division is a line
element responsible to the District Commander for staff supervision, assistance, coordination,
review and implementation of policies regarding engineering work in the Huntington District; for
staff supervision over all contract construction work of the District; and all construction by
Government plant and hired labor including some major dredging, snagging and clearing work
and except maintenance, wreck removal and such dredging, snagging and clearing performed by
Operations and Readiness Division.  In addition, Engineering & Construction Division is
responsible for performing supervision of EPA Superfund work assignments in Ohio and West
Virginia; grant assistance for HUD in West Virginia and part of Ohio; and military DERP projects
in West Virginia and part of Ohio.

b.  Management Support Branch.   The Management Support Branch is responsible for the
planning, directing and coordinating of the quality management and overall budgeting activities
within Engineering and Construction.

(1)  Quality Management Section.  The Quality Management Section plans, coordinates,
and manages Engineering & Construction Division’s Quality Management Program; plans and
coordinates partnering of construction contracts; manages the VE program; coordinates the
District's VE activities; manages DCE reviews and internal peer reviews; manages the District’s
Lessons Learned Database and monitors and evaluates CMR performance.

Functions:

• Renders administrative and/or professional advice and assistance concerning
interpretation and application of policy related to quality management activities,
deviations from adopted plans and specifications to field employees.  Works in
close liaison and maintains collaborations with the Branch Chiefs, for the purpose
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of exchanging recommendations on the design or redesign of construction features,
and for the purpose of expediting construction work and revisions of schedules.

• Responsible for the coordination and management of the Construction Contract
Partnering Program, the A-E partnering program, and all partnering by E&C with
sponsors and outside agencies.

• Responsible for effective and intelligent application of the safety program.
• Responsible for performing BCOE reviews of plans and specifications prior to

contract award.  Responsible for reviewing plans, specifications, and modifications
and making recommendations as to feasibility and methods to be used to meet local
conditions and requirements.

• Responsible for managing, planning, and coordination of Quality Control and
Quality Assurance for all work performed within Engineering & Construction
Division.

• Manages contractor quality training program for the District.
• Responsible for managing and updating of District’s Lessons Learned Database.

 
 c.  Construction Management & Field Support Branch.   The Construction Management &

Field Support Branch is responsible for planning, directing, and coordinating contract
management for construction, A-E, and relocations contracts; administrative control of
construction Area/Resident Offices; activities associated with the environmental restoration
programs for civil, military and work for other agencies, and management of the Support for
Others program.

 
 Functions:

 
• Prepares budget estimates for activities supervised by the branch, controls utilization of

resulting funds and prepares justified requests for additional funds if required.
• Prepares FTE projections for activities supervised by the branch, oversees FTE

utilization and prepares justified requests for any required FTE adjustments.
• Responsible for all Construction related reporting within the District.
• Exercises administrative control and staff supervision over area, resident and project

field construction offices and is responsible to the Engineering & Construction Division
Chief  for the organization, planning and assignment of personnel in these offices and
administration on the construction contract work.

• Coordinates and cooperates with all other District elements on all matters pertaining to
the construction, A-E, relocations, support for others and environmental restoration
program.

• Responsible for the execution and oversight of civil, military and support for others
contract work.

• Responsible for coordinating the preparation of construction schedules and S&A
estimates for study phase projects as well as construction phase projects.

• Coordinates all correspondence between construction field offices and other District
Office elements.
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• Prepares the technical provisions of scopes of work, independent Government
Estimates, and supporting technical documentation for work to be done by outside A-
E's.  Participates in A-E pre-selections and selections.  Provides technical oversight and
review of work performed by A-E's.

• Prepares and processes a variety of administrative papers.  Renders assistance in the
interpretation and implementation of regulations.  Spot checks administrative papers
prepared by field clerks, makes corrections and advises clerks regarding deficiencies.

• Resolves work problems relating to correspondence, records, files, timekeeping,
purchasing, finance and other related matters.

• Coordinates review of shop drawings by other elements.
• Responsible for reviewing plans and specifications prior to awarding contracts.;

incorporating modifications or changes; and making recommendations as to feasibility
and methods to be used for accomplishing modifications to meet local conditions and
requirements of the installation; furnishing technical information and assisting, as
required, in the negotiation and drafting of construction contracts and modifications
thereto.

• Provides and/or reviews supervision and administration estimates incorporated into
planning and engineering  documents for projects.

• Develops and/or reviews construction schedules incorporated into planning and
engineering documents on projects.

• Assigns POC’s to the engineering and construction managers on all active construction
contracts for the purpose of  providing fiscal information, construction  schedule
information, and other technical data needed for input to project management reports.

 
 (1)  Area/Resident Offices.  The Area/Resident Engineer is responsible to the Chief,

Construction Management & Field Support Branch for project construction activity performance
within the scope of authority assigned him/her and for administrative control and staff supervision
of his/her assigned area.

 
 Functions:
 

• Accomplishes all construction performed under their supervision in accordance
with governing plans and specifications.

• Supervises and manages the Area/Resident Office and its personnel.
• Supervises and coordinates all administrative functions.
• Inspects all contract construction work including inspection of the materials and

equipment which are to be incorporated in construction projects when furnished by
the contractor under a construction contract including purchase orders or
subcontracts issued by prime contractors.

• Inspects hired labor construction except maintenance, wreck removal, dredging,
snagging, and clearing work performed by the Operations and Readiness Division.

• Prepares contractor's payment estimates and all hired labor estimates of work
accomplished.
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• Prepares and/or negotiates contract modifications resulting from changed field
conditions, engineering design changes or deficiencies, etc., not to exceed
authorized monetary limitation of $100,000.

• Maintains proper relations with authorities, guests and Using Service officials.
• Insures strict compliance by Contractors with all provisions, specifications and

drawings on all construction contracts pertaining to the contract work.
• Compiles quantitative data for use in preparation of budget and payment estimates,

percentage of job completion and progress payments.
• Analyzes and approves contractors' proposed work schedules to try to avoid the

establishment of a claim as a result of poor budgeting, impractical work periods and
faulty procurement of materials on the part of the contractors.

• Insures progress and completion of contract work and prepares construction
progress and completion reports.

• Insures that all material and equipment installed in the construction meet
specification standards.

• Under general guidelines, installs, maintains, and operates instruments for the
purpose of collecting technical data required for engineering and design purposes
during the construction phase of a project.

• Protects the interests of the Government at all times.
• Maintains a thorough knowledge of all pertinent regulations.
• Maintains necessary records and reports.
• Assures that acceptable safety standards are maintained.
• Complies with security requirements.
• Participates in the District Affirmative Action Program.
• Maintains close coordination with Government inspectors and contractor personnel

to insure that he will be aware of any changed field conditions or design
discrepancies which will be reported to proper office for investigation.

• Ascertains that labor standards provisions of contracts are being complied with and
notifies labor advisor of any real, apparent or anticipated violations.

• Coordinates activities to provide Quality Assurance Surveillance during
hydropower construction to verify all activities of the developer are within the
scope of agreements and that Corps structures and impoundments are protected at
all times.  Serves as liaison between Corps functional elements and as assigned
supervisor of Corps observer in the field.

• Provides new employees with orientation concerning standards of conduct,
safeguarding of defense information and security, plus providing additional
information on safety, labor regulations and construction inspection guides.

• Receives submittal registers on ENG Form 4288 from contractors.  Assures timely
submission of all shop drawings from contractors.

• Serves as primary Point of Contact to the engineering and construction manager
on active contracts  being administered in their respective offices.  POC will
provide fiscal, construction schedule information, and other pertinent technical data
needed for input to the project  management reports.
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• Performs delegated Administrative Contracting Officer functions, maintaining
contracting technical liaison with Contracting Officer.

 
 
 6.  Quality Assurance Plans.
 

 a.  District Office Annual Quality Assurance Plan.  District Office Annual QA Plan shall be
drafted during the month of December as a supplement to this subplan of the District Quality
Management Plan.  The information included in the District Office Annual QA Plan will be that of
a dynamic nature such as anticipated contracts, current and anticipated organizational staffing,
and annual training requirements.  An outline of the information contained in the annual
supplement is included as Addendum C-1.

 
 b.  Resident Office Annual Quality Assurance Plan.  Resident Office Annual QA Plans shall be

drafted by each Resident Office and SFO Section outlining their management strategies for
construction quality management as related to the District Quality Management Plan.  These plans
will specifically discuss each project within the Resident Office’s administrative control, the
organization, responsibilities, and authorities of all quality assurance personnel, qualification
requirements, and statements regarding the three phase control system.  These plans shall be
updated annually during the month of December.  Each Resident Office Annual QA Plans shall be
considered supplemental to the overall District Quality Management Plan.  An outline of the
information contained in the annual supplement is included as Addendum C-2.
 
 
 7.  Lessons Learned.  A District Wide lessons learned system shall be implemented to capture
deficiencies in plans and specifications, and installation techniques in the field.  Lessons learned
provided from each Resident Office shall be reviewed and entered into a District database
managed by Quality Management Section.  The lessons learned data base will be available for
design and construction personnel during  the design and construction phases of projects to
ensure these deficiencies are not repeated in future work.  The standard operating procedure for
the collection and dissemination of Lessons Learned is included as Addendum C-3.
 
 
 8.  Peer Review.  District Office QA Team Visits/Peer Review will be conducted annually at each
field office.  The purpose of these visits is to assist Area/Resident Engineers with their respective
quality management programs, and to provide a transfer of  key information learned District-wide
to the Area/Resident office personnel.  The primary focus of the visit will be on management of
QA activities rather than technical evaluation of specific problems, but they will also be addressed.
Enclosed as Addendum C-4 is the Standard Operating Procedure and Documentation Checklist
that will be utilized on QA/Peer Review Visits.
 
 
 9.  Training.
 



APP C
CELRHR 5-2-7

1 May 99

C-7

 a.  QA Staff.
 

 (1)  The Training Coordinator shall maintain a listing of all training by QA personnel and
utilize this information when determining training needed by each individual.  A training plan will
be developed each year and be considered a supplement to the District  Quality Management  Plan
for that respective year.

 
 (2)  Training for all QA personnel shall be related to each employees Individual

Development Plan (IDP).  It shall be the responsibility of the supervisor to ascertain the training
needs of his or her employees with an eye to current and future work and career development.

 
 (3)  Courses that can be given “in-house”  (exportable) shall be utilized to the fullest

extent possible.  Every employee shall attend at least one course per year depending on funding.
It shall be the responsibility of Quality Management Section to oversee and/or conduct the
exportable training.  The Chief, EC shall approve each year’s exportable training program.

 
 (4)  Training can take the form of prospect, exportable, correspondence, OJT, and

independent studies where employees use their own initiative and funds.
 
 (5)  All professional and non-professional personnel shall pursue registration in their field

of endeavor.  It is the responsibility of each supervisor to encourage his employees to pursue
certification and/or registration.
 

 b.  Contractor Quality Control Personnel.   Construction Quality Management (CQM)
Training for Contractors.  Pursuant to Construction Bulletin 94-20 it is incumbent upon the Corps
to certify contractors and potential contractors as having taken the aforementioned training.
Quality Management is the lead element for this endeavor and is working with contractors that
have recently been awarded contracts as well as other interested contractors to provide the CQM
training.  The training is currently being offered semi-annually or on an as needed basis.
 
 
 10.  Partnering.  Partnering shall be employed on all contracts in which the contractor is
agreeable to the concept and principles of partnering for attainment of common goals.  The level
and option of Partnering will be based upon the value and complexity of the project.  Partnering
will be formalized by an initial partnering conference at which an agreement shall be drafted as the
project charter.  This agreement will serve as the road map for all parties on how they will
approach the contract to the mutual benefit of all involved.  The partnering conferences will be
facilitated meetings by either in-house or contract facilitators.  Follow-up meetings to the initial
partnering meeting will be at the discretion of the partners.  An example of a partnering agreement
is shown as Addendum C-5.
 
 
 11.  Resident Management System.  The Resident Management System (RMS) shall be
employed on all construction contracts managed within the Huntington District.  This automated
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documentation system will aid each field office in administratively capturing and connecting  each
phase of the  construction management  process to ensure quality, schedules, payments and
project documentation are completed.
 
 
 12.  Pre-Award Activities.  The quality management of technical products within the District is
outlined in the District Quality Management Plan as Appendices B and D respectively.  As part of
the review process, it is imperative that personnel with vast knowledge of construction principles
and practices participate in the Technical Review of a project as part of the ITR team.  This
review is in addition to the Biddability, Constructibility, Operability, and Environmental Review
performed prior to award of a contract.  The BCOE review shall be performed by both District
Office personnel as well as Resident Office personnel charged with the administration of the
particular contract in accordance with CEORHR-1110-2-3.  During the BCOE process the
Resident Office staff also shall conduct “Plan-in-Hand” reviews at the project site to assure any
changed site conditions are addressed appropriately
 
 
 13.  Post Award Activities.
 

 a.  QA Surveillance - District Office.  The District Office will provide support to all the
Resident Offices in pursuit of quality construction.  This support will come in the form of
technical expertise on shop fabricated items and installation in the field, materials certifications,
coordination with inspection laboratories (WES, CERL, MRD), quarry inspections, contract
administration, and policy issues.
 

 b.  QA Surveillance - Area/Resident Offices.  The Contractors and the Government both have
a role in obtaining quality construction consistent with the contract requirements.  The
responsibilities of both parties must intermesh and both organizations must work harmoniously.
 

 (1)  The contractor or CQC is responsible for producing the product on time and in
compliance with the requirements of the contract through the establishment and utilization of a
CQC Plan.  This plan must be of the scope and character necessary to achieve the level of quality
outlined in the contract documents, performing work in a safe and healthy manner, and producing
and maintaining acceptable records of control, inspection and testing activities.  QA personnel
must review and approve the CQC Plan prior to commencement of work.  A CQC Plan checklist
to be utilized during the plan review is shown as Addendum C-6 of this subplan.

 
 (2)  QA personnel must be thoroughly knowledgeable of contract requirements on each

definable feature of work; participate in preparatory, initial and follow-up control phase meetings;
make joint inspections with the CQC personnel to evaluate their effectiveness; conduct QA tests
to verify CQC testing; review CQC Reports for completeness and accuracy; note and prompt
correction of deficiencies and control problems.  QA efforts at the preparatory and initial control
phases are particularly effective since correction of minor deficiencies at early stages avoids the
tendency for them to become magnified later.
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 (3)  The three-phase control is the most important aspect of CQC.  The most critical

function at the commencement of any construction task or activity is the thoroughness in which
the contract requirements are understood and implemented on each definable feature of work.
This is applicable to both the Contractor and the Government.  The preparatory control phase
conducted prior to beginning any physical work of a definable feature of work will ascertain that
materials comply with specifications and/or approved submittal documents.  The initial control
phase occurring at the outset of the work placement will establish and achieve workmanship
standards at the beginning of physical work for all subsequent work to match.  Follow-up control
is accomplished on a daily or routine basis. Contractor prepared minutes of preparatory and initial
phases will document attendance and content discussed during the meetings.  Sample
documentation sheets for three-phase control inspections are included as Addendum C-7.

 
 (4)  Government QA personnel must be quick to act when any aspect of the CQC is not

working as planned.  When CQC fails to achieve the desired results, the following questions must
be asked:  What cased this to happen? What needs to be improved in the CQC Plan to prevent this
from happening again?  The answers to these questions should govern your decisions on what
changes must be requested in the CQC Plan.  The primary responsibility for overall management
and control of quality construction lies with the prime contractor.  The monitoring of CQC to
assure he/she is achieving quality work is the responsibility of QA.

 
 c.  Testing.  QA testing will be performed unannounced, in accordance with applicable test

standards, and under any of the following circumstances:
 

 (1)  When it is suspect that materials do not meet the contract requirements and/or there
are no provisions in the contract for testing;

 
 (2)  When the CQC test results indicate failure and the contractor is reluctant to

retest/correct the area(s) that have failed;
 
 (3)  When the Resident Engineer feels there is the possibility that the results of CQC

testing are fraudulent, inaccurate, or when the materials are obviously unsuitable contrary to any
test results;

 
 (4)  When periodic verification of CQC tests are conducted.  QA testing will include but is

not limited to:
 

• Materials Testing
• Non-Destructive Weld Tests
• Hydraulic Oil Analysis
• Paint Testing
• Electrical Systems Testing
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14.  Quality Indicators.  Quality Indicators shall be used by Engineering & Construction
Division as a tool to improve construction product quality.  Quality Indicators are warning signs
of the Contractors Quality Control process weaknesses.  If weaknesses are found, actions will be
taken by the Resident Engineer to improve the Quality Control system.  Below are Quality
Indicators that will be monitored:

a.  Testing.  Testing will be used a quality indicator as described in para. 13.c.  Failure of tests
will require action by the Resident Engineer.

b.  Deficiency List.  Deficient items constructed by the contractor is keep by the Resident
Offices.  Any item that makes this list reflect a breakdown of the Contractors Quality Control.
Excessive items on the list will require action by the Resident Engineer.

7 Addendum’s:
C-1  -  Suggested Outline - District Office Annual QA Plan
C-2  -  Suggested Outline - Resident Office Annual QA Plan
C-3  -  Standard Operating Procedure, Lessons Learned
C-4  -  Standard Operating Procedure, District Peer Review Visits
C-5  -  Sample Partnering Agreement *

C-6  -  Contractor Quality Control Plan Evaluation
C-7  -  Sample Documentation Sheets for Three Phase Control Inspections *
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ADDENDUM C-1

Suggested Outline - District Office Annual QA Plan
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SUGGESTED OUTLINE - DISTRICT OFFICE ANNUAL QA PLAN

I. PURPOSE AND SCOPE
A. ESTABLISHES QA ANNUAL OPERATING PLAN
B. PERIOD COVERED

II. WORKLOAD
A. CONTRACTS UNDERWAY
B. ANTICIPATED CONTRACTS

III. ORGANIZATION
A. DESCRIPTION
B. ORGANIZATIONAL CHART

IV. STAFFING
A. CURRENT
B. REQUIRED (KEYED TO WORKLOAD)

V. TRAINING
A. ANNUAL PLAN
B. NEEDS ANALYSIS
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ADDENDUM C-2

Suggested Outline - Resident Office Annual QA Plan
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SUGGESTED OUTLINE - RESIDENT OFFICE ANNUAL QA PLAN

I. PURPOSE AND SCOPE

II. REFERENCES

III. CURRENT PROJECT DESCRIPTIONS AND FACTS

IV. DUTIES AND RESPONSIBILITIES

V. SPECIAL CONSIDERATIONS FOR QA STAFF

VI. DEFICIENCY MANAGEMENT PLAN

VII. ENGINEERING CONSIDERATIONS AND INSTRUCTIONS TO FIELD PERSONNEL

VIII. SUPPLEMENTS
A. DEFINABLE FEATURES OF WORK
B. THREE PHASE CONTROL SYSTEM
C. INSTRUCTIONS TO FIELD PERSONNEL
D. SAMPLE FORMS
E. SAMPLE CHECKLISTS
F. RESIDENT OFFICE SAFETY POLICY
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ADDENDUM C-3

Standard Operating Procedure, Lessons Learned
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STANDARD OPERATING PROCEDURE
LESSONS LEARNED

1.  An automated Lessons Learned database will be maintained by the Huntington District.

2.  The Quality Management Section will be responsible for maintaining the District’s Lessons
Learned database.  The Quality Management Section will designate a POC who will serve as the
District’s coordinator for this program.

3.  Each Resident Office will designate a representative of their office to serve as its lessons
learned coordinator for the purposes of gathering lessons learned on all projects within their
administrative control.

4.  Each Resident Office Representative will be responsible for providing the Quality Management
Section with their lessons learned update on a monthly basis.  These monthly updates are due to
the District Coordinator on 1st day of each month.

5.  The District’s Coordinator for the Lessons Learned program will then be responsible for
reviewing and coordinating a review with the appropriate technical element  prior to  approving
and  incorporating these updates into the District’s data base.

6.  The District coordinator will be responsible for ensuring that the appropriate technical
elements are aware of the Lessons Learned system and provide the necessary training on
accessing the information.  Awareness of the system will come in the form of a newsletter type
document disseminated throughout Engineering and Construction Division.  Included in the
newsletter will be instructions on how to access the system as well as the advantages to having
such a resource available.  Additionally, the District Coordinator will visit each technical element
within Engineering Construction Division to provide a system demonstration and answer any
questions the system users may have.



ADD C-4
CELRHR 5-2-7

1 May 99

C-4-1

ADDENDUM C-4

Peer Review SOP and Documentation Checklist
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STANDARD OPERATING PROCEDURE,
DISTRICT PEER REVIEW VISITS

1.  Peer Review Visits will be conducted at every Resident Office annually with Quality
Management Section being the coordinating office.

2.  Peer Review Visits will be scheduled at least two months in advance.

3.  The length of the Peer Review Visit will be one day.

4.  A Resident Engineer and the Office Engineer (or other designated representative as determined
by the Resident Engineer) from one RE Office will visit another RE Office and perform a review
of the Construction Management procedures utilized by the RE Office.  Additionally, the Re and
OE will be accompanied by the Chief, Quality Management Section and Chief, CELRH-CD-A.

5.  The Peer Reviews will concentrate on Contract Administration and Quality Management
procedures at each office and will include a paper work review as well as a project site visit.

6.  The Peer Review Visit will be documented on the “Huntington District Documentation
Checklist” provided as Attachment 1 to this SOP.

7.  At the conclusion of the visit, the Resident Engineer and Staff will be out briefed on the
findings and provided a copy of the Documentation Checklist for appropriate action.

8.  Correction of documented deficiencies will be commented on in writing by the Resident
Engineer and coordinated with Chief, Quality Management Section or Chief, CD-A.

9.  The Peer Review Visit documentation file will be maintained in the Construction Division
Office.

10.  A consolidated list of comments from each Peer Review Visit will be provided to the
Assistant Chief and Chief, Construction Division.

11.  The Documentation Checklist from all Peer Review Visits will be collected by Chief, Quality
Management Section,  consolidated and  an informational copy will be provided to each RE
Office.   The consolidated list of comments will not list the RE Office that generated the comment
but will be a source of ideas for RE Office process improvement and standardization where
applicable.
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HUNTINGTON DISTRICT
DOCUMENTATION CHECKLIST

(NOTE:  This checklist to be used in Peer Review Team Visits, is patterned after similar list utilized by HQUSACE and ORD in their
Design/Construction Evaluations)

__________________________________________________________ _________________________________________
(Responsible Resident Office) (Date of Visit)

________________________ _______________________ ___________________         __________________
(QA Visit Team Members)

**JOB DATA ___________________________________________________________
(Contract Number)

________________________________________________________ __________________________________________________
(Project Name) (Project Locatio n)

__________________________________________________________________________________________________________________________
(Project Description)

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

____________________ ____________________ _________________________     ______________________
(Award Amount) (Number of Modifications) (Total Amount of Modifications)      (Cost Growth %)

___________________              ___________________________              ___________________                  _________________         ______________
(Original Completion Date)         (Original Contract Time in Calendar Days)  (Number of Days added By Mods) (Current Completion Date)   (Time Growth %)

__________________________          ___________________________________  ___________________ _________________
(Construction Representative)          (Field Office Project Engineer) (Schedule Completion %) (Actual Completion %)

________________________________ _______________________________ ___________________________
(Name of Partnership) (Date of Initial Partnership Meeting) (First Day of Physical Work on Site)

**BCOE REVIEWS:

Was a BCOE review conducted by the field office?  (__)YES   (__)NO

What disciplines performed the BCOE review?  _________________________________

Was adequate time allowed for the field BCOE review?  (__)YES  (__)NO

Was feedback received on BCOE comments?  (__)YES  (__) NO

REMARKS:
____________________________________________________________________________________

___________________________________________________________________________________________________________________________
1 Feb 96 Page 1

**QUALITY ASSURANCE:
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Was a copy of Project Management Plan received?  (__)YES  (__)NO
(These are furnished by PPMD)

Has the F.O. QA Plan been updated within the past year? ____________________

Was a job supplement to the QA Plan Prepared?  ___________________  (__)YES  (__)NO
          (Data of Job Supplement)

Do Construction Rep/ Proj. Engr. have a copy of QA Plan & Supplement?  (__)YES  (__)NO

Was the video “A Bridge(or Pathway) To Success” shown to the Contractor?  (__)YES  (__)NO

Where minutes written of the Coordination Meeting?  (__)YES  (__)NO

Are Coordination Mtg. Minutes signed by both government & contractor?  (__)YES  (__)NO

How is QA Testing being accomplished (__)GOVT  (__)Commercial (__)Neither

_____________________________________________ __________________________
(Commercial Laboratory Name/ Location) (Date lab inspected by ORD)

Are 3-Phase Control Meetings attended?  (__)Never (__)Sometimes (__)Always

Does the Construction Division Rep/Proj. Engr. have a copy of EP 415-1-261?  (__)YES  (__)NO
(EP 415-1-261 has  4 volumes and is called Quality Assurance Representative’s Guide)

Are DCAF Bulletins & Code Forums given as lessons learned to CQC?  (__)YES  (__)NO

Is QA Report content …  (__)Good (__)Adequate (__)Poor

Are QA Reports initialed?  (__)YES  (__)NO
(ER 1180-1-6)

Is QA being performed at fabrication shops for items constructed off-site?  (__)YES  (__)NO

Are these visits to off-site facilities coordinated with Resident Offices and other functional elements
for support?  (__)YES  (__)NO

REMARKS
______________________________________________________________________________________

______________________________________________________________________________________
1 Feb 96 Page 2

**QUALITY CONTROL (Contract Section 01440)
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Was QC Plan submitted & accepted prior to the start of physical work?  (__)YES  (__)NO

Is the QC Organization shown in the contractor’s QC Plan?  (__)YES  (__)NO

Are Qualification of QC personnel given?  (__)YES  (__)NO
(Must include supplemental QC personnel an back-up QC System Manager)

Does the QC System Manager meet the qualifications in the Contract?  (__)YES  (__)NO

Are delegation letters included in the QC Plan?  (__)YES  (__)NO
(Must also include delegation letters to supplemental personnel as well as the QC System Manager)

Are the Submittal procedures described in the QC plan?  (__)YES  (__)NO

Are the Definable Features of Work identified in the QC Plan (__)YES  (__)NO

Are the 3-Phase of Control discussed in the QC Plan?  (__)YES (__)NO

Is the Deficiency Tracking System described in the QC Plan?  (__)YES (__)NO

Is an updated Deficiency List submitted monthly?  (__)YES (__)NO

Are planned QC testing identified in the QC Plan?  (__)YES  (__)NO

Who is the QC Testing Laboratory?  __________________________ ____________________
     (Date lab Inspected by ORD)

Are the QC reports made daily?  (__)YES  (__)NO

Is report submitted the next day?  (__)YES (__)NO

Are Preparatory & Initial Control Phases Minutes attached to the QC Reports?  (__)YES  (__)NO
(Must be one for each Definable Feature of Work)

Are QC Test reported and results interpreted?  (__)YES  (__)NO

Are Daily Safety Inspections made of work site and recorded on QC Report?  (__)YES  (__)NO
(EM 385-1-1.01.A.08.b.)

Are QC activities for off-site fabrication addressed?  (__)YES  (__)NO

Is the QC Report content… ..(__)Good (__)Adequate (__)Poor

REMARKS
________________________________________________________________________________________

__________________________________________________________________________________________________________________________
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__________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________

==============================================================================================================
1 Feb 96 Page 3

**CONTRACTOR’S SAFETY & OCCUPATIONAL HEALTH:

Was a Accident Prevention Plan submitted?  (__)YES  (__)NO
[Contract Clauses –ACCIDENT PREVENTION paragraph(f)(1)]

Was the Accident Prevention Plan Accepted prior to work starting?  (__)YES  (__)NO
[Contract Clause— ACCIDENT PREVENTION PAR.(F)(1),and EM 415-1-1-01-A-07]

Was an Accident Prevention Meeting held with the government?  (__)YES  (__)NO
[Contract Clause – ACCIDENT PREVENTION par/(f)(1),and EM415-1-2601,Section 9,par 9-1]

Are minutes of this Pre-Construction Safety Conference on file?  (__)YES (__)NO
[EM 415-1-260 Sec.9 par 9-4c, and Appendix C]

Are Activity Hazard Analysis prepared prior to each major phase of work?  (__)YES  (__)NO
(EM385-1-1,01 A 09 0

Are Employee Initial Indoctrination conduced and documented?  (__)YES  (__)NO
(EM 385-1-1,01 B)

Are Weekly Meetings for all construction workers being accomplished?  (__)YES  (__)NO
(EM 385-1-1,o.B03.a.)

Are monthly Supervisor Meetings being held?  (__)YES  (__)NO
(EM 385-1-1 01 B 04)

Are Material Safety Data Sheets (MSDS) available at the work site?  (__)YES (__)NO
(EM 285-1-1 010B 04)

How is the Construction job site housekeeping?  (__)Excellent (__)Good (__)Poor
(Contract Clause –Cleaning Up, and EM 385-1-1,14C)

Is ORD Form 892 being used?  (__)YES  (__)NO
(ORD Form 892 is a Safety Inspection Checklist For Construction Equipment i.e. Cranes, Shovels, Derricks, Pavers, Loaders, Dump Trucks,, And Similar Heavy
Equipment)  (ORD Form is subject of All Areas Engineers Memorandum, 3 Aug 90)

REMARKS AND/OR SAFETY COMMENTS--
___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________
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___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

1 Feb 96 Page 5

**SAFETY & OCCUPATIONAL HEALTH AT THE FIELD OFFICE:

Does field office have an Accident Prevention Plan?  (__)YES  (__)NO
(EM 385-1-1.A.05.)

Are Activity Hazard Analysis included in the plan?  (__)YES  (__)NO
(EM385-1-1.01.A.06 &01.A.10; and All Area Engineers Memorandum, 14 Jan 91)

Have new employees received the Safety Indoctrination?  (__)YES  (__)NO
(EM 385-1-1.01.B)

Have all employees taken Defensive Driving Refresher in the last three years?  (__)YES  (__)NO

Are employees attending Safety Training at least monthly?  (__)YES  (__)NO

Where Job Site Safety Briefings giving before team went on construction sites?  (__)YES  (__)NO
(All Area Engineers Memorandum, 17 Mar 93, SUBJECT: Job Site Safety Briefings)

REMARKS
___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________

** MISCELLANEOUS:

Does field office have a current MOU (s) with its customer (s)?  (__)YES  (__)NO
(MOU is a Memorandum of Understanding, ER 415-345-38, par 4; and All Area Engineers Memorandum, 1 Nov 89)
(HQUSACE wrote up the District because current facility commanders knew nothing about this document)

REMARKS   ________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________________________________________________
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___________________________________________________________________________________________________________________________

1 Feb 96 Supplemental Sheet
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ADDENDUM C-5

Sample Partnering Agreement



US Army Corps
of Engineers
Huntington District

M I S S I O N  S T A T E M E N T

As the partners in the Robert C. Byrd On Site Mitigation & Recreation Project, our mission
is to construct a quality state-of-the-art fish hatchery system and recreation area and to
ensure the success of the mission by safely delivering a quality construction project in
a timely, environmentally sound, professional manner, within budget and at a reasonable

profit.  This will be accomplished through open communications, innovation,trust,
teamwork, respect, and mutual understanding.

F R U - C O N

GOALS AND OBJECTIVES
I.  Effective Project Leadership / Management

•Maintain Open and Objective Communication
•Listen to the Customer

•Schedule Awareness and Management
•Minimize Cost Growth

•Responsive to Issues and/or Problems
•Customer Satisfaction

•Receptiveness and Monitoring of Partnering Issues
•Award Options as Expeditiously as Possible

II.  Safe Project

•Zero Violations
•Compliance with EM 385-1-1 and OSHA

•Regular Safety Meetings to Maintain Safety Awareness at all Levels
•Zero Accidents

•Maintain Drug-Free Workplace
•Safety is for Everyone

•Continue Training and Education
•Develop and Follow Job Hazard Analysis

•Pre-Activity Safety Meeting
•Recognize and Reward Safety Records and Efforts

•Sustain Commitment to Safety
•Practice Risk Reduction

III.  Quality

•Customer Satisfaction
•Product that Complies with Specifications, Codes, and Standards

•"Zero Defects" and "Minimize Re-Work"
•Effective and Efficient Work Practices and Procedures

•Cooperation & Teamwork
•Provide a Safe, Reliable, Environmentally Sound, and Operational End-Product

IV.  Maintain Partnering Spirit

•Maintain Mutual Respect
•Share Responsibility

•Encourage Open, Candid Communications
•Eliminate Hidden Agendas

•Defuse Hostilities
•Resolve Problems Quickly & at Lowest Level

•Share Information
•Follow-up Partnering Conference

•Support a Fair Profit
•Slay the Old—Nurture the New (Paradigms)

•Be Inclusive in Decision Making
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CONTRACTOR QUALITY CONTROL PLAN EVALUATION

1.  Contract DACW69-__-_-_____, ____________________________________________
_________________________________________________________________________

2.  Date of original plan __ or revision __ being evaluated: _______

3.  Evaluation (check "YES" only if item is addressed and in compliance):

a.  Organization: YES NO NA

(1)  Lines of authority identified
       by organization chart ____ ____ ____

(2)  Acknowledgment that CQC staff
       shall conduct 3-phase inspections
       for all features ____ ____ ____

(3)  CQC staff reports to project
       manager someone higher in
       the organization ____ ____ ____

(4)  Staff adequately sized for
       project ____ ____ ____

(5)  Alternates identified ____ ____ ____

(6)  Comments on organization:_______________________________
_____________________________________________________________________

b.  Personnel and assignments (for each person assigned a QC function):
YES NO NA

(1)  All personnel hired by/work for
       prime ____ ____ ____

(2)  Qualifications (resume of
       training and experience)
       furnished for e ach person ____ ____ ____

(3)  Duties of each clearly
       defined ____ ____ ____

(4)  Responsibilities clearly
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       defined ____ ____ ____

(5)  Authorities clearly
      defined ____ ____ ____

(6)  Deficiency identification,
       correction, and documentation
       responsibilities defined ____ ____ ____

(7)  Comments on personnel and assignments:____________________
_____________________________________________________________________
_____________________________________________________________________

c.  Letter of responsibilities and authorities addressed to the QC manager:
YES NO NA

(1)  Copy furnished ____ ____ ____

(2)  Signed by authorized
       firm official. ____ ____ ____

(3)  Adequately addresses
       authorities and
       responsibilities ____ ____ ____

(4)  Comments on letter content:__________________________________
________________________________________________________________________

d.  Submittals (for prime, and all subcontractors, fabricators, suppliers, and purchasing agents):
YES NO NA

(1)  Management procedures:
(a)  Submittals manager
       identified ____ ____ ____

(b)  Manager's duties
       identified ____ ____ ____

(c)  Certification authority
       identified ____ ____ ____

(d)  Subs submitting through
       prime ____ ____ ____
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(2)  Scheduling procedures:
(a)  Initial register
       addressed ____ ____ ____

(b)  Register related to
       schedule ____ ____ ____

(c)  60-day interval updates
       addressed ____ ____ ____

(3)  Comments on submittals:_______________________________
___________________________________________________________________
___________________________________________________________________

e.  Control testing procedures YES NO NA

(1)  Definable features ____ ____ ____

(2)  Three-phase inspection
        procedures addressed ____ ____ ____

(3)  QC laboratory identified ____ ____ ____

(4)  Specified tests, specification,
       and personnel or lab
        responsible listed ____ ____ ____

(5)  Testing frequencies
        listing ____ ____ ____

(6)  Qualifications of staff adequate
       for cont rol and test
       requirements ____ ____ ____

(7)  Comments on testing procedures:_______________________________
_________________________________________________________________________
_________________________________________________________________________

f.  Reports YES NO NA

(1)  Reporting procedure
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       addressed  (Including off-site
       fabrication) ____ ____ ____

(2)  Form for documenting
       preparatory inspections
       furnished. ____ ____ ____

(3)  Form for documenting initial
       inspections furnished ____ ____ ____

(4)  Forms furnished for each
       specified test as appropriate ____ ____ ____

(5)  Comments on reports:____________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

g.  Daily report form YES NO NA

(1)  Space for date and
       report number ____ ____ ____

(2)  Space for contract and
       project ____ ____ ____

(3)  Space for describing weather,
       temperature and
       precipitation. ____ ____ ____

(4)  Space for listing contractor,
       subs and areas of responsibility ____ ____ ____

(5)  Space for listing work
       performed. ____ ____ ____

(6)  Space for inspections and
       results  (Including off-site
       fabrication) ____ ____ ____

(7)  Space for tests performed and
       results ____ ____ ____
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(8)  Space for verbal
       instructions ____ ____ ____

(9)  Space for remarks. ____ ____ ____

(10)  Space for safety
         comments ____ ____ ____

(11)  Contractor's certification
         stated ____ ____ ____

(12)  Space for QC Manager's
         signature ____ ____ ____

(13)  Comments on daily report form_______________________________
_________________________________________________________________________
_________________________________________________________________________

4.  Evaluator:  _________________________   Date:  _________________
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 APPENDIX D

 
 PLANNING SUBPLAN

1.  Purpose.  This quality management (QMP) subplan establishes the procedures and business
practices instituted to ensure the quality of planning division technical products and decision
documents produced by in-house planning teams and their associated consultants and contractors
and to ensure the quality of planning services provided both to the public and in-house elements.

2.  Applicability.  The quality control and quality assurance procedures described herein for the
Planning Division of the Huntington District will address all decision and implementation
documents whether prepared in-house or by consultants/contractors.  These procedures also
apply to the preparation of briefing documents for Congressional interests and project sponsors,
fact sheets and products prepared in response to in-house requests and planning services.  The
Navigation Planning Center Quality Control process is described in Appendix F.

3.  References.  The following references provide the basis for this subplan.

a.  ER 1105-2-100, Planning Guidance Notebook
b.  ER 1105-2-208, Project Study Plans

4.  Definitions.

a.  905 (b) Project Evaluation Report.   The abbreviated version of the standard Project
Reconnaissance Report that provides physical, environmental, and financial justification for
preparation of project feasibility reports. The 905(b) report is considered to be a decision
document and is reviewed by both CELRD and HQ prior to preparation of the subsequent Project
Study Plan. The requirements for this report are provided in ER 1105-2-100 Planning Guidance
Notebook.

b.  Project Study Plan (PSP).   The Project Study Plan is prepared as a part of the 905(b)
Reconnaissance Report and outlines in detail the scope, level of detail, costs, responsibilities, and
schedule for the preparation of the feasibility study. The Quality Control Plan (QCP) for the
feasibility study is attached to the PSP. The requirements for the PSP are outlined in ER 1105-2-
208 and the PSP is approved by CELRH and HQ prior to execution of the Feasibility Cost
Sharing Agreement (FCSA).  The PSP is an attachment to the FCSA (see below).

c.  Feasibility Cost Sharing Agreement (FCSA).  The Feasibility Cost Sharing Agreement is a
document that outlines the legal and financial obligations of the Corps of Engineers and a project
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sponsor for the preparation of the project feasibility report. The format and content of the
document are based upon an authorized model agreement, the document is prepared by Planning
Division and is reviewed by Office of Counsel and Real Estate Division (work in-kind). The
FCSA is reviewed and approved by CELRH and HQ. Any deviations from the basic format
require justification and approval by Headquarters. The PSP is an attachment to the FCSA and the
requirements of the FCSA are provided in ER 1105-2-100.

d.  Project Feasibility Report.  The project feasibility study is a decision document that
includes detailed descriptions of the planning, engineering, real estate and construction processes
for formulating, evaluating, and recommending a water resources development project. This
report includes detailed engineering, real estate, planning, and project management work activities
that are described in the PSP and cost shared with the project sponsor at a 50%-50% rate. This
report includes applicable NEPA documentation in the form of an environmental assessment (EA)
or environmental impact assessment (EIS), and a management plan (MP). This document is
reviewed for technical accuracy at the District level and undergoes detailed policy review at the
Headquarters level. The requirements for the project feasibility report are outlined in ER 1105-2-
100.

5.  Quality Objectives.

• To produce quality planning products and services for both internal and external
customers.

• To provide quality control reviews for other District/division documents in a professional
and timely manner.

• To maintain trained professional staff capable of providing quality control reviews for both
Planning Division and the District as appropriate.

• To incorporate quality control issues into TAPES within Planning division.
• Develop a measurement system for efficiently determining the quality of planning

documents.

6.  Responsibilities.

a.  Chief, Planning Division.  The Chief of Planning Division is responsible for assuring that
the procedures outlined in this subplan are followed by Planning Division Branch Chiefs and staff.
For the purposes of this plan, the Chief, Planning Division is considered to be one of the
Functional Chiefs.

b.  Planning Branch Chiefs.  The primary responsibility of the Branch Chiefs is to produce
quality planning documents. Under the QC/QA process, the Branch Chiefs (or functional chiefs)
are responsible for assembling the specific ITRT’s, for assuring that the members of those teams
are trained in the QC/QA process and have the necessary expertise to conduct quality control
reviews in an efficient and timely manner.  Each of the following branches will have specific
QC/QA responsibilities with respect to their planning concentrations:
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• Plan Formulation Branch
• Special Studies Branch
• Resources Evaluation Branch

c.  Planning Division - Plan Formulators.  Plan Formulators (formerly referred to as study
managers) in planning division have as their primary responsibility, the synthesis, formulation and
evaluation of planning alternatives through standard planning methods and coordination with
various functional team members in the District office. This work may be further directed by a
project manager.  Plan formulators’ responsibilities under the QC/QA process are to assure that
the production (content and schedule) of the planning document(s) is well coordinated with the
ITRT members and that ITRT review comments are distributed among and responses are
provided by the functional team members.

d.  Planning Division - Project Managers.  Project managers in planning division are
responsible for the direction and coordination of work activities by functional team members both
in planning division and other district offices for the production of planning documents. Project
managers in Planning Division are responsible under the QC/QA process for the coordination of
all work elements in the planning study with the ITRT and the final resolution of review
comments by the functional team.

e.  Planning Division - Team Members.  Planning Division functional team members are
responsible for producing quality planning products in accordance with applicable laws,
regulations and policies. Under the QC/QA process these functional team members are to
coordinate their work activities with the ITRT through the plan formulator and the project
manager, to provide concise responses to ITRT review comments, and to assist in the resolution
of those comments with ITRT members.

f.  Planning ITRT Members.  Planning Division members who may serve on an ITRT for
planning documents are responsible for assuring that the planning documents being reviewed are
in accordance with current Corps of Engineers Water Resources Development laws, regulations,
professional practice methods and policies. ITRT members are responsible for maintaining the
review schedule agreed upon, providing professional, substantive comments that promote
production of better products, and for facilitating resolution of ITRT comments with the
functional production team. Members may serve on standing as well as ad hoc ITRT’s for
individual projects or studies.

g.  Planning Division Consultants. In accordance with Corps of Engineers directives, a portion
of Planning Division’s annual workload is to be accomplished by Architect-Engineer firms,
planning consultants and/or academia. These firms and institutions will produce complete or
portions of both reconnaissance and feasibility studies for the District.  In producing these
planning products,  private consulting firms and public institutions are required to meet the same
quality control standards expected from the District. Consulting firms and universities will be
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required to perform quality control reviews of their work and will be held accountable for quality
products by the District through the quality assurance program.

7.  Planning Processes and Services Requiring Quality Control/Quality Assurance.  The
following planning steps and activities are encountered during the formulation of most water
resources related projects.

a.  Initial Project Sponsor Contacts.   This initial contact establishes the first meeting of the
planning team with the project sponsor and should set the tone for all future coordination between
the parties. The quality of this experience for both the project sponsor and the Corps is controlled
through professional training and experience of the Corps representative and pre-meetings
between the Corps representatives making the contact and the Branch Chief (may include the
Division chief) whose office has the lead in the study or project.

The purpose of this pre-meeting will be to outline the Corps’ position in the investigation of a
particular water resources problem and to establish the potential level of Corps participation in the
problem identified by the project sponsor. A trip de-briefing between the Corps representative and
the Branch Chief would confirm the type and extent of the problem, the project sponsors needs
and capabilities and the Corps’ potential level of involvement.

The quality of the data gathered by the Corps representatives at this initial contact is largely
dependent upon the experience and training of the Corps’ representative(s). As this information
will influence further Corps action on a particular problem, the quality of the data collected at this
initial meeting is critical.  It is imperative that experienced Corps planning personnel,
knowledgeable in a range of Corps water resources programs take the lead role for these initial
project sponsor contact meetings.

b.  Determination of Appropriate Programs, Studies and Reports.   Identification of the
appropriate civil works program to address a water resources problem occurs as a result of
discussions with the project sponsor and internal coordination within Planning Division. The
quality of this determination is influenced by the quality of information gathered by planning
personnel on the type of problem encountered.  This determination is carried through to the
Congressional contacts and further discussions with the project sponsor.

Once the appropriate program is identified, the required format and content of reports and
planning processes are usually specified in ER 1110-2-100. One or more of the following report
types may be generated as a result of this critical decision.

(1)  Decision Documents.
• Plan of Study
• Reconnaissance Reports (905(b)
• Project Study Plans (PSP)
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• Feasibility Cost Sharing Agreements (FCSA)
• Feasibility Reports
• Detailed Project Reports (Sec 202/581, etc.)
• General Management Plans (Sec 202/531, etc.)
• Post Authorization Change Reports
• General Reevaluation Reports
• Limited Reevaluation Reports
• General Design Memoranda
• Major Rehab Evaluation Reports

(2)  Continuing Authority Program.
• Section 204 Reports
• Section 205 Reports
• Section 206 Reports
• Section 103 Reports
• Section 107 Reports
• Section 111 Reports
• Section 208 Reports
• Section 14 Reports
• Section 1135 Reports

(3)  Other Documents (Environmental/Special Programs).

• Cultural Resources Assessment Reports
• Environmental Reconnaissance Reports
• Environmental Assessments (EA)
• Draft and Final Environmental Impact Statements (EIS)
• Public Port Master Plans
• Planning Assistance to States (Section 22)  Reports

(4)  O&M Reports.
• Recreation Master Plans
• Water Supply Reallocation Study (and GI)

c.  Initial and Interim Congressional Contacts.   These contacts generally occur through
personal meetings or telephone conversations between Corps personnel and Congressional staff
members regarding identified water resources problems. This contact may occur prior to, during
or after the initial sponsor contact described above. Subsequent to site visits and meetings with
the project sponsor, follow-on Congressional contacts usually concern required project funding
and authorizations. The significance of these contacts to the early success of a project and the
Corps’ organization signifies the need for projecting a professional attitude and capability to
congressional staff. Care must be taken by planning personnel to assure that discussions with
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Congressional staff are in accordance with Corps of Engineers policy and regulations regarding
dissemination of budgetary information and requests for legislative drafting assistance (see
drafting services below). Any questions regarding these policies should be addressed to the Chief
or Assistant Chief of Planning Division.

d.  Determination of Required Study Funds.   This critical step in the planning study process
follows the identification of the problem, the initial project sponsor contact and a determination of
the applicable project program or mission type.  Failure to accurately determine a study type or
cost estimate can lead to significant delays in the study process and failure to produce a quality
product. In many cases, the needed study funds are specified as a standard amount in the
applicable program regulation (i.e. 905(b) Reconnaissance Study - $100,000 or Section 206
Aquatic Restoration - $10,000) or developed through the PSP process. However, in some
programs such as Interagency and Intergovernmental Support (IIS), this amount may be
developed (in part) by Planning Division with limited information and without specific regulatory
direction.

e.  Identification of Planning Steps and Activities.   The planning processes outlined in ER
1110-2-100 have been standardized through many years of water resources planning. Generally
the following work activities are required to formulate and evaluate project alternatives for
recommendation.

• Identify problems and opportunities
• Collection, analysis and forecasting of base data
• Develop planning goals and objectives
• Formulate alternatives
• Evaluate alternatives (economic, social, environmental)
• Compare alternatives
• Select best alternative

This process may be shortened or occur at varying levels of detail depending upon the type of
study. This process may be altered to accommodate the needs of the project sponsor for a
specialized project type not addressed specifically in the ER. The IIS programs lend themselves to
changes in this process for project sponsors whose planning process may be different than the
Corps’.

In most cases, this planning process includes a Plan of Study for certain comprehensive
studies, a 905 (b) Project Evaluation Report, the Project Study Plan (PSP), a Feasibility Cost
Sharing Agreement (FCSA), the Feasibility Study itself (with appropriate NEPA documentation),
follow-on Re-evaluation reports, major rehabilitation reports, and developmental master plans.

f.  Preparation of Planning Data in Response to Internal Requests.   This process includes
preparation of a litany of project/program fact sheets, project financial data, and monthly project
updates through PROMIS for the PRB requested by other offices within the District. Generally,
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preparation of this planning data is based upon available project/program information and is
formatted in accordance with standardized forms or program files provided by the requesting
office. The reliability and accuracy of this data can be critical to the District office as it serves to
update the Corps’ Division and Headquarters offices as well as project sponsors and
Congressional interests with respect to study or project issues and progress as well as funding
requirements and fiscal execution.

 g.  Floodplain Management Services. This public service is provided through the Special
Studies/Floodplain Management Services Branch in Planning Division. Information on flood
insurance issues, floodplain management issues, private and public structure’s susceptibility to
flooding and general structure retrofitting are provided to the public by telephone and by written
communication. The accuracy of this information is critical to the structure owner’s ability to
insure their home or business against flood related losses through the National Flood Insurance
Program (NFIP) under the Federal Emergency Management Agency (FEMA).
 
 h. Legislative Drafting Services. This service is provided to Congressional representatives as a
result of a direct request through Planning Division in cooperation with the Corps of Engineers
Headquarters Office (CECW-AL).  Preparation of legislative language to support the
authorization of water resources studies, design and construction is a highly specialized and
exacting process.  Coordination of this activity with appropriate Planning Division Branch Chiefs
and the Chief or Assistant Chief, Planning Division is mandatory.  Draft legislation prepared in
Planning Division is transmitted to CECW-AL for final preparation and transmittal to the
appropriate Congressional committee and Congressional staff representatives.

8.  Basic Quality Control/Quality Assurance Philosophy.  The basic premise behind the
development of quality control and quality assurance procedures for Planning Division, is that the
level of quality control and quality assurance activities needed for any project study,  document
production or service is measured according to the level of risk associated with the development
and delivery of the project, the study process or the service itself.

By nature, studies of long-term, multipurpose water resources development projects are risky
ventures. They involve the expenditure of millions of taxpayer dollars for evaluating an array of
alternatives and selecting a plan that obligates millions of dollars to the construction and long-
term operation and maintenance of a project to solve a water resources related problem that may
not be fully understood at the time of the original study. Studies of water resources projects
involve collection and projections of data, forecasting of future conditions, and anticipation of
certain future events that are rife with risk and uncertainty.  Many times, only the professional
skills and experience of the study team and the cooperation of the customer can produce a
credible study document that results in a successful project.

More recently, the advent of project sponsor contributed funds for project construction and future
O&M adds an element of risk associated with a wide array of state and local government entities.
The growing pressures brought to the water resources development process by special interest
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groups and changing social attitudes about the role of government and our care for the natural
environment all add elements of risk to the planning process.

Each of these risk factors must be considered before launching into a multi-year project study that
does not guarantee formulation of a feasible project. The process outlined in this subplan provides
a methodology for addressing those risks and outlines procedures for incorporating risk
management into the study process.

In conclusion, planning documents, as opposed to other documents and products created in the
District, are subjected to intense scrutiny by the general public, other Federal and State agencies
and special interest groups as well as Congressional interests through the NEPA process. This
type of scrutiny, many times by groups philosophically opposed to the Corps’ flood control or
navigation mission, tends to overshadow any self-assessment of quality control or quality
assurance that we may institute.

In contrast to the preparation of planning, decision and implementation documents, the day-to-day
provision of planning services (floodplain services and legislative drafting services) and
preparation of data in response to internal requests discussed above are critical to the public, but
are not subjected to the same scrutiny through the NEPA process and therefore require attention
to quality control through a standardized processes.

9.  Preparation of the Quality Control Plan (QCP).  Quality Control Plans for planning reports
will be prepared at two levels. The level-one QCP will address standardized reports and
documents such as the 905(b) Project Reconnaissance Report, the Project Study Plan (PSP) and
the Feasibility Cost Sharing Agreement (FCSA). Each of these documents is prepared and
reviewed through strict guidelines for content and format . Since the content and format of these
documents is essentially the same for each project undertaken, the QCP for these documents will
be standardized with QC review by standing ITRT’s for each type of document (905(b), PSP,
FCSA) regardless of the project type (flood control, navigation, environmental restoration, IIS,
etc.) or associated risks (1-5). Examples of standardized checklists for these documents to be
used by the standing ITRT’s are shown in Addendum D-1.

In those cases when a consultant prepares all or a portion of the 905(b) Project Reconnaissance
Report, that consultant will be responsible for performing the quality control review of the
document or portions of the document. The requirements for the quality control review will be
included in the consultant’s scope-of-work and the consultant certification (see Addendum D-4)
of quality control review will be required with the final product. The District office will perform
the quality assurance audit of the consultant’s QC process. Generally, the District office will be
responsible for preparing the PSP and FCSA at the conclusion of a positive 905(b) reconnaissance
study, provided by a consultant, and therefore the QC of those documents under level-one
procedures will reside in the District office through the standing ITRT’s.
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Provision of planning services and preparation of planning data to support internal requests also
will be included in level-one QCP as they represent a standardized, short-duration, repetitive
process that lends itself to the level-one review process. Standardized review methods will be
initiated by each branch element to assure quality of these services and data responses.

Level-two documents include the feasibility study and following detailed studies (see below) of
project features. The feasibility study is developed through the preparation of the PSP (reviewed
in level-one above) and the QCP for the feasibility study is prepared as a part of the PSP
document. Additional design feature and master plan documents are identified in the MP and
QCP’s for those documents and are addressed in the MP by individual division offices.  Figure 1
portrays the division between level-one and level-two documents.

The initiation of the level one QCP begins with the identification of the customers needs and
requirements in the preparation of the 905(b) report. This initial contact (see Section 7.a. above)
sets the basic framework for the QCP as the project type, physical scope and extent of Corps
involvement are shaped with the customer. These factors will be tempered by constraints of
program funding and authority. This early scoping process indicates the basic format of the quality
control plan.  Once the appropriate project type and reporting sequence are identified, the
standardized work tasks are scheduled and funded for the 905(b) study through PROMIS and
CEFMS. This sequence identifies the applicable policies, laws, regulations, and basic technical
criteria for use by the project team and the standing ITRT’s.
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Figure 1
Level One and Level Two Quality Control Processes

a.  1. Level-One Documents.  The QCP process for level one documents, services and data
requests is outlined below:

(1)  Each of the level one documents described in Section 7 above will be initiated in
Planning Division. The content and format of each of these documents is strictly controlled by
Corps of Engineers regulations and guidelines. Although various projects will exhibit varying
levels of risk, standardization of these reports normalizes the risk level among the project types.
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 (2)  One or more standing ITRT’s composed of Planning Division, Office of Counsel,
Engineering and Real Estate personnel will be responsible for the review of these three
documents. One alternate will be appointed for each member on the ITRT. This team will be
composed of individuals who have knowledge of the report/document requirements and
experience in their preparation and use. The standing ITRT will appoint a team leader.

 
 (3)  Team membership on the standing ITRT’s for level one documents will be reviewed

annually by the Chiefs of Planning, Real Estate, Office of Counsel, and Engineering.
 
 (4)  The ITRT will prepare a standard review checklist for level one documents that will

assure conformance with the regulations. Copies of these checklists will be distributed to all
employees within Planning Division who in-turn will be responsible for preparing these
documents.

 
 (5)  Prior to preparation of these documents, the plan formulator will provide a brief

outline of the proposed document or documents to the appropriate ITRT with an anticipated
schedule for completion of the draft document. This outline shall address (inclusion or exclusion)
each item of the review checklist. Upon completion of the draft document, the plan formulator
will provide copies of the draft document (paper or electronic) to the ITRT for review.

 
 (6)  Review of the documents by the ITRT will be restricted to one week (7 days). The

ITRT shall meet as a team to discuss the documents and to coordinate the individual team
member comments on the document. Hand-marked (or electronically marked-up) copies of the
draft documents will be returned to the responsible employee for correction and preparation of the
final document.

(7)  Upon completion of the final document, the responsible employee shall provide to the
ITRT chairman one copy of the corrected document (paper or electronic format) showing the
resolution of the review team comments. This corrected document shall be maintained in the
District files until completion or deauthorization of the project.

(8)  Any additional comments generated by LRD or HQ reviews of the level-one
documents will be provided to the team members and the standing ITRT’s for consideration and
resolution.

(9) For legislative drafting services and planning information prepared in response to
internal data requests, a standing ITRT will be established in Planning Division that will provide
quality control reviews of the draft legislation and data prepared in response to internal requests.
Members of the standing ITRT will be selected from each branch in Planning Division to assure
the appropriate mixture of institutional knowledge and experience needed to review these
“products.” Members of the ITRT may provide individual reviews of these “products” in
situations when time constraints do not permit review by the entire team. This standing ITRT will
coordinate their reviews with the appropriate functional chief and report (monthly) to the Chief,
Planning Division on their review activities.
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(10) The Floodplain Management Services unit provides data on land-use zoning cr itical
to the public’s use of the floodplains.  Much of the data provided by this unit is based upon Flood
Insurance Rate Maps prepared by the National Flood Insurance Program under FEMA.  Critical
skills needed to reliably provide this data are recognition of correct structure ownership and
location with respect to the floodplain, accurate identification, recording and transmittal of map
information, and coordination (when necessary) with other district elements (H&H, RE, OR)
regarding flood heights, ownership and regulatory permitting actions.  Quality control review of
this service is normally provided through informal coordination with other district elements
(H&H, RE, OR) and thorough review of outgoing correspondence (by the functional chief)
generated by the process.

b.  Level Two Documents.   Resolution of most civil works water resources development
problems will fall into one or more study types (flood control, navigation, environmental
restoration, etc.) and normally will be evaluated through the standard two-phase planning model
of reconnaissance and feasibility level studies. These studies are regulated as to content, format
and level of detail through Corps regulations. The second level of QCP for planning documents
will be targeted at documents having variable levels of risk, project type, document type, and/or
water resources program.  Normally this QCP will be individually tailored during the Project Study
Plan (PSP) preparation and is part of the PSP document.  The QCP prepared at this planning
stage will apply to the production of a specific feasibility report.  The following steps will be taken
in the development of the feasibility level QCP:

(1)  Development of the feasibility study QCP depends upon two primary features of the
PSP document. The first feature is the work tasks identified to complete the feasibility study. The
work tasks dictate the human and material resources needed to accomplish the work. Those
resources can include combinations of the following:

• In-house labor
• Other Corps Districts and Other Federal Agencies (MIPR’s)
• State Agencies
• Mandated Coordination Acts
• Project sponsors
• In-kind work
• Consultants and AE Contractors
• Technical experts
• Laboratories
• Technical Support Offices
• Academic staff

Each of these resources indicates a different level of quality control needed as well as the
division of both quality control and quality assurance needed for the project.
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(2)  The second feature of the PSP key to the preparation of the QCP is the study
schedule. The feasibility study schedule identifies each of the work tasks, the start and ending
dates of each task and the duration of each task.  Based on this schedule, the time and duration of
necessary QC reviews of the study documents in draft and final stages could be developed for the
QCP. In addition to identifying the work tasks and schedule for the feasibility study, the PSP
identifies the cost of the work tasks and the administrative costs for completing and coordinating
the study. Although the cost data does not directly effect the development of the QCP, the
magnitude of the study cost does indicate the level of risk associated with the study effort. As
shown below that level of risk plays a key role in the development of the QCP.

The development of the QCP for all level-two documents in Planning Division will conform to
the following process based upon identified project, technical and policy risks. Figure 2
graphically portrays the Quality Process. The tables identified in the following diagrams
and text are included in Addendum D-2.

c.  Identification of Risk Elements .  This process identifies several key factors in the project
study process that will determine the level of quality control needed to produce a quality planning
product. Those factors include the following:

(1)  Policy Elements.
• Project Regulations
• Directed Legislation
• Special Interests
• Economic Policy
• Risk Climate
 

(2)  Technical Elements
• Project Size
• Project Complexity
• Project Uniqueness
• Inherent Uncertainties
• Organizational Experience

 
 (3)  Project Elements

• Project Cost
• Production Schedule
• Political Sensitivity
• Customer Certainty
• Review Schedule
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Figure 2
QUALITY PROCESS

Risk Identification

Policy Technical Project
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Special Interests
Economic Policy

Risk Climate

Project Size
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Project Cost
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Risk Measurement

Table 1
Risk Assessment Worksheet

Table 2
Overall Level of Risk

Risk Control

Risk Abatement
Staff Qualifications

Team/ITRT Assignments
Table 3: QC Components

Priority Designation

Quality Control Plan
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Project Team
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Documentation
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Critical Path Analysis

Resource Leveling
PROMIS
CEFMS

Quality Product
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Descriptions of each of these factors are included at the end of the subplan and the basic
format of the assessment worksheet (Table 1) is included for general use.

d.  Risk Evaluation/Measurement.  Each of the above factors will be assessed within ten levels
to determine the critical nature of each factor to the success of the project and the study process.
Although this determination is subjective in nature, guidelines for this determination have been
developed which help to define the critical nature of these factors for each project situation. The
summation of the numerical scores for each of the 15 factors provides an indication of the risk
sensitivity of a project and the level of quality control review needed to produce a quality planning
product. Examples of Table 2 - Level of Risk Worksheet and Table 3 - Overall Level of Risk are
included in Addendum D-2.

e.  Risk Control.  There are a number of methods for controlling risk in the planning process.
Those methods include the following:

(1)  Risk Avoidance.  Ignore known risks and proceed with the process or just “Run-the-
risk” and let the results stand.

(2)  Risk Transfer.  Let someone else (Contractor) assume the risk.
(3)  Risk Sharing.  Partnering with the project sponsor thus allowing the partner to assume

part of the risk.
(4)  Risk Reduction.  Obtain more information or test the project elements before

completion.
(5)  Risk Insurance.  Insure project features and cost estimates.
(6)  Risk Agreements.  Produce planning products through strict contractual

arrangements.
(7)  Risk Acceptance.  Incorporate contingencies into the project features and cost

estimates.
(8)  Risk Containment.  Incorporate risks into the project planning process and manage

the risks through quality control processes.

A combination of all of these methods can be used through the project development process
to provide a comprehensive risk management plan, but for a planning document, this is
impractical and uneconomical. The most efficient method for planning documents is to contain the
risks and incorporate them into the planning process through a series of quality control
procedures.

f.  Risk Abatement.  Risks can be abated by alleviating or mitigating the effects of known or
unknown uncertainties by assigning or contracting with highly qualified personnel for study
management and production. Generally, the higher the risk level for production of a specific
project or study document, the greater the level of skill, knowledge and experience needed by the
personnel if those risks are to be lessened.

Having determined the overall level of risk for a project and planning document (see above),
an appropriate plan formulator, project manager and study team can be selected that best matches
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the level of risk indicated.  This personnel selection can be more finely tailored by comparing the
specific levels of risk in the three major categories (Policy, Technical, Project) to the knowledge,
skills and experience of available staff.  When in-house skills, knowledge and experience are
lacking, potential need for contracted work is indicated.

Likewise, this process provides direction for the selection of the ITRT, as the level of risks
identified in the process indicate the need for certain knowledge, skills and experience in the ITRT
to review the methodology used and the documents produced.

g.  Risk Management Responsibility.  This process can be best termed as who is responsible
for developing and executing the QCP based upon the perceived risks. Generally, the plan
formulator and project manager, in concert with the functional team will produce the QCP
document as they prepare the PSP.  The identification of the work activities, the numbers of
reviews required, the level of in-house staff involvement needed and needs for external or expert
review can be determined based upon the overall level of risk identified.

The composition of the ITRT indicated by this process provides a systematic method for
identifying those individuals and disciplines needed to implement Quality Control and Quality
Assurance.  The QCP must identify the specific individuals in the District who will bring the
necessary knowledge, skills and experience to the quality control process.

In addition to identifying the personnel needed for the QC reviews, the QCP will display a
comprehensive review schedule which allows for a seamless review of project components during
the report preparation process and a labor cost for the review process. Both the review schedule
and cost will be coordinated among the ITRT and the QA component members.

h.  Quality Control Environment.   In order for Planning Division to institutionalize quality
control as an integral part of the planning process, planning management and the project teams
will create and support a quality control environment. Key items within that environment are
personnel training and reviews of project requirements, team meetings, cost performance,
schedule performance, documentation, feedback, management intervention and conflict
resolution.

This environment will stress cooperation, accountability, no-fault reviews, professionalism,
and teamwork. Maintaining this environment will be the responsibility of planning management
and the project teams.

i.  Critical Item Reporting.  The success of any project team or study team is based upon its
ability to produce a quality product, on-time and within or under the estimated budget.  Within
the Huntington District there are several computerized systems and boards that assist project
managers, plan formulators, functional chiefs, and administrative personnel in tracking the
advance of projects and studies. Each of these systems and boards provides an up-to-date look at
the progress of study activities and project feature construction based upon expenditure of study
or construction funds (labor and contracts) and percent of completion estimates.
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The computerized systems include PROMIS (Project Management Information System),
CEFMS (Corps of Engineers Financial Management System), and Primavera Project Planner.
These three systems are integrated and allow project managers, plan formulators, and
project/study team members to determine the progress of their projects or studies with respect to
the schedule and expenditure of funds. These systems also allow the teams to assess problem
areas in the schedule that may effect product quality or effect the quality control or quality
assurance process.

The boards include the WPRB (Working Project Review Board), the PRB (Project Review
Board) and the PBR (Planning Board of Review). The WPRB and PRB convene at least once
each month to review the progress of each study and construction project that is reported to
headquarters. The boards also assist project and study teams to resolve issues that may effect
product quality and customer satisfaction. The boards inject a measure of product accountability
to the study and project teams in terms of schedule and cost management. Critical quality control
reviews and quality assurance audits identified in the project or study schedules are addressed in
the WPRB and PRB meetings.

The PBR convenes at the request of the Chief, Planning Division to review planning reports or
programs that require periodic updating or QC reviews. The PBR is composed of the chiefs of
each functional planning unit (Plan Formulation, Special Studies, Resources Evaluation) and
several senior planning staff. The Board is chaired by the Chief or Assistant Chief, Planning
Division. Members of the PBR would likely participate on the standing ITRT’s for level-one QC
reviews.

10.  Quality Control Plan Format.   The format of the quality control plan will vary for each
type of planning document prepared. However, a number of standard items will be included in
each plan. Those items are listed below:

• List of study work tasks from the PSP.
• List of study products (decision documents, appendices).
• Identification of in-house or contractor generated work items, and products.
• Risk analysis worksheets and overall risk assessment.
• Identification of the study technical team.
• Identification of the ITRT members and leader.
• Planning document review checklist (see Addendum D-3).
• Copy of the technical team certification signature page (see Addendum D-4).
• Copy of the ITRT certification signature page.
• Identification of the Quality Assurance team leader.

This document will be included with the PSP for each feasibility study initiated within Planning
Division or as a part of a cooperating district’s PSP or prepared for another Federal or State
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agencies’ study. Copies of the QCP will be provided to the ITRT, study team, project manager,
and the customer.  As the quality control reviews occur, the review comments, responses, and
comment resolutions will be added to the QCP as appendices.

Due to Planning Division’s responsibility to review other work produced within the District, a
series of QC processes have been instituted by Planning Division that are different than the
mainstream QC processes outlined above. Environmental/NEPA and Floodplain Management
reviews of district actions (Real Estate, Operations) are conducted by Planning Division. These
reviews and their QC processes are defined and outlined in Addendum D-5.

11.  Quality Indicators.  The measurement of quality in planning documents is as difficult as
determining the level of risks associated with a study or a project. In some cases, the quality of
the planning study or planning document is overshadowed by the compressed schedule (Section
905(b), urgency of the project solution or the strength of the project’s supporters or critics. The
obvious failures to address one or more significant problems or project area characteristics are
simple to identify through the QC process and through public review.

However, there are certain events that can occur both during and after the completion of a project
study or a planning decision document that can indicate whether or not the study process resulted
in a quality product. Those events can include:

• Reconnaissance or Feasibility level study cost overruns.
• Re-negotiation of the FCSA to address cost overruns or scope changes.
• Modifications of the PSP to address omissions or make corrections.
• Uncomplimentary policy review comments from HQ.
• Distressed or dissatisfied project sponsor.
• Significant project modifications during the PED phase.
• Significant project construction cost overruns.
• Major increases in study time schedule.
• Substantial numbers of negative comments to the recommended alternative by project area

residents.
• Substantial numbers of negative Congressional letters.
• Lack of a qualified project sponsor.
• Failure to recommend a project alternative which is supported by the Administration’s

Water Resources Development policies.

• Inability of the project sponsor to fund the recommended alternative.
• EIS is referred to CEQ
• Interest group files civil suit against project.
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• Project recommended for implementation is unsupported by the project sponsor or the
Congressional interests.

Many consider that a negative finding in the 905(b) report is an indicator of poor report
quality. However, a negative finding may indicate that no feasible alternative exists to solve the
identified problem, that a capable project sponsor cannot be identified, that a Federal interest
cannot be identified to support the project or that the feasible project does not meet the project
sponsor’s expectations. If completed correctly, a negative finding in the 905(b) is a good result,
since it defers the further expenditure of taxpayer dollars on a infeasible project.

Each of these “negative” events can be an indicator that some element of the planning
process or planning document/product was flawed or was not pursued to its fullest extent. Many
times, as a result of limited time or funding constraints, all of the needed data is not collected,
agency coordination is not fully accomplished, or public involvement does not reach every group
or individual. In some cases, all of the required steps are followed, the planning document is a
quality product and some of those events above still occur.

By measuring the presence or absence of these events both during and after the study process, an
indication of product quality can be addressed. Therefore, the following quality indicators can be
expressed for planning studies and planning products:

• The 905(b) and feasibility study are completed within budgeted funds.
• The 905(b) report, PSP and FCSA are completed within 12 months of funds allocation.
• The feasibility study is completed within the original schedule and projected cost

accounting for changes in scope or funding constraints.
• There are no modifications to the PSP or FCSA during the feasibility study.
• The project sponsor identified during the 905(b) report proves to be fully qualified and

financially capable of sharing the costs of the feasibility study.
• No major modifications to the recommended feasibility level alternative during the PED

phase.
• A satisfied project sponsor
• Limited significant negative public comment on the selected alternative.
• Limited negative Congressional responses.
• Feasibility study recommends an alternative that meets Administrative guidelines for water

resources projects.
• Project sponsor is capable of funding the recommended alternative and executes the PCA.
• Project EIS is not referred to CEQ.
• Limited significant special interest group opposition to the recommended alternative.
• Lack of significant negative comments from HQ review.

Each of these 15 quality indicators should be carefully considered when evaluating a planning
document or study result. In some cases an otherwise quality planning study and document can
produce a very unpopular alternative that would be highly controversial and experience a number



APP D
CELRHR 5-2-7
1 May 99

D-20

of negative responses. The circumstances surrounding the preparation of the study and the
political and social environment in which the study is prepared are factors that may not be
resolvable during the study period.

12.  Quality Assurance Plan Development.  The development of a Quality Assurance Plan is
largely dependent upon the division of work between in-house labor and contracted work.
Quality assurance on the in-house quality control efforts of standing and ad hoc ITRT’s reviewing
planning products will be the responsibility of the Chief, Planning Division and the QA Audit team
from the Great Lakes/Ohio River Division Office.  Quality assurance on Planning Division work
contracted out of the division will be the responsibility of the plan formulator and members of the
study team administering the contracts.

The identification of work division will occur in both level one and level two documents.  The
intimate nature of level one documents where such close coordination occurs between the Corps
and the customer will limit the amount of contracted work for the 905(b) report, the PSP and the
FCSA. In some cases, work supporting the 905(b) report may be contracted out thereby requiring
quality assurance by the plan formulator and team members. However, most of the work
identified for completion by consultants, performed by other Corps Districts or other Federal and
State agencies or the project sponsor (in-kind work) will be identified for the feasibility study in
the PSP.

Once identified in the PSP and the QCP, the various needs for quality assurance audits will be
coordinated with the standing and ad hoc ITRT’s and study teams. Copies of the individual
QCP’s will be provided to the Quality Assurance team leader for review prior to the initiation of
the study. Quality assurance audits may occur following the completion of each study QC review
or through an annually scheduled Division-wide Quality Assurance Audit.

Quality Assurance audits will concentrate on the QC review process (in-house generated as well
as contractor generated work tasks), the review/commenting process (in terms of effectiveness,
timeliness, and professionalism), study team responses (timeliness, effectiveness, resolution) and
the resolution of comments (timeliness, low-level solutions) between the Study team and the
ITRT.  The results of the audit will be documented for the ITRT’s and study team’s use.  The
final obligation of the quality assurance team will be to certify the QC process for a particular
study and to verify that quality assurance on contracted work items and products was performed
by the study team as needed. This certification will be reviewed and approved by the Chief,
Planning Division.

One of the benefits of the quality assurance process is to make adjustments in the quality control
plan development process and the quality control review process.  As the division’s quality
control environment matures, the flow of quality improvement information among the teams will
increase, leading to better products and improved QC processes. To this end, the results of quality
assurance audits will be distributed among the plan formulators and teams throughout planning
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division to facilitate improvements in the preparation of future QCP’s and QC reviews and to
hasten that maturation process.

5 Addendum’s:
D-1  -  Checklist for PSP, FCSA, 905(b) Reports
D-2  -  Risk Assessment Plan Tables
D-3  -  Feasibility Study Checklist
D-4  -  Example Certification Sheets
D-5  -  Resource Evaluation Checklists
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ADDENDUM D-1

Checklists For PSP, FCSA, 905(B) Reports
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Quality Control Checklist
Project Study Plan (PSP)

Level 1 Review

a.  Does the cover of the document indicate that the PSP was prepared for a “streamlined”
Feasibility Study?

b.  Does the project title match that authorized in legislation?

c.  Does the PSP have a concise and clear executive summary?

d.  Does the PSP have a table of contents, list of figures, list of tables?

1.  Study Authority:
     Does the report include the complete stu dy authority including
     current and/or changes in authorization?

2.  Study Purpose and Scope:

a.  Is the study purpose(s) adequately described?
b.  Is the scope accurate to reflect the physical components of the

                    project?
               c.  Does the scope incorporate new developments, issues, policy
                    changes, etc?

3.  Project History, Description and Location

a.  Has the history of the project (authorization, initial contacts, funding) been
adequately described?

b.  Has the proposed project been adequately described (potential features,

c.  Is the project location adequately described in terms of the river   mile location,
county, state, community name?

d.  Is there a project map that shows the location with respect to known features?

4.  Statement of Problems and Opportunities

a.  Does the PSP include a concise description of the problems and   opportunities
that were included in the 905(b) recon report?

b.  Does the PSP briefly describe the array of alternatives formulated and evaluated
in the 905(b) recon report and the selected alternative?

5.  Planning Objectives and Constraints

a.  Does the PSP contain clear/concise Planning Objectives?

b.  Does the report address planning constraints?

6. Congressional and Legislative History
            Does the PSP adequately account for all of the Congressional                         interests
involved in the study or project?

6. Project Sponsor
Does the PSP contain a detailed description of the project sponsor including legal
authorities, funding sources, project interest and approval process?
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7. Project work tasks

a.  Does the PSP provide a comprehensive listing of the project work tasks and study products?

b.  Does the PSP indicate the specific agency and element that will produce the work?

c.  Does the PSP indicate which work tasks will be accomplished with in-house labor, AE
consultants, or the sponsor?

d.  Has each work task been identified by an activity number, and both a work category and
work category element designation?

e.  Does the PSP display the required conferences, and meetings in accordance with the
planning process regulations (ER 1105-2-100)?

f.  Does the PSP address the required level of engineering detail needed for the feasibility study
components? Is the recommended level sufficient to support the evaluation of the
alternatives and the baseline cost estimate?

g.  Does the PSP address the full array of planning, engineering and project management
regulations that govern water resources projects?

h.  Does the PSP include any assumptions upon which the work tasks or the project formulation
will be based upon?

8.  Study Progression and Performance Measurement

a.  Does the PSP describe the progression of the feasibility study in either text or through a
network schematic?

b.  Does the PSP describe the mechanisms used to measure the performance of the study
process (i.e. CEFMS, PROMIS, PRB, etc.)

9.  Work Breakdown Structure (WBS)

a.  Does the PSP include a WBS for the study?

b.  Does the WBS include all of the work tasks and sub-work tasks described in Section 7
above?

c.  Are the study components keyed by work category element identifiers?

10.  Organization Breakdown Structure (OBS)

a.  Does the PSP include an OBS?

b.  Does the OBS include all of the office elements and outside sources (consultants, sponsor)
who will be contributing to the creation of study products?

c.  Are the office identifiers correct and consistent?

11.  Responsibility Assignment Matrix (RAM)

a.  Does the PSP include a RAM?

b.  Does the RAM indicate full coordination of the WBS and OBS?

c.  Does the RAM indicate leader and support roles of the office elements?
12. Authorities

     Does the PSP display the various delegated and non-delegated authorities for cost and
schedule changes?

13. Study Schedule
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a.  Does the PSP include both detailed and summary schedules?

b.  Are the detailed study schedule, estimated cost, and study progression network all
coordinated?

c.  Does the PSP include a table of critical study milestones?

14. Study Cost Estimate

a.  a. Does the PSP include detailed costs (including contingencies) for each work tasks?

b.  Does the PSP include estimated costs for sponsor-contributed (or in-kind) work on specific
work tasks?

c.  Does the PSP display the estimated total study cost by major work task with contingencies?

d.  Does the PSP display the study cost estimate by fiscal year with appropriate inflation factors?

15. Quality Control Plan (QCP)

a.  Does the PSP include a comprehensive quality control plan (QCP)?

b.  Does the QCP address each of the work tasks and study products included in the PSP?

c.  Has the QCP been developed generally in accordance with the District’s QMP for planning
documents?
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Quality Control Checklist
Feasibility Cost Sharing Agreement (FCSA)

a.  Does the FCSA heading include the official title of the non-Federal project sponsor?

b.  Does the format of the agreement deviate from the basic model agreement?

c.  If the agreement deviates from the model, is there accompanying documentation that
sufficiently justifies the deviations to the model?

1. Agreement date

a.  Does the initial paragraph of the agreement include the signature date of the Corps of
Engineer representative?

b.  Is the title of the non-Federal sponsor correct?
2. WHEREAS Clauses

     Does the FCSA include the complete study authori ty including
                current and/or changes in authorization?

3. Article III - Method of Payment

a.  Is the estimated study cost correctly shown?

b.  Is the sponsor share of the study cost correctly shown?

c.  Is the sponsor’s cash share shown correctly?

d.  Do these figures match the figures included in the attached PSP?

e.  Does the method of payment specified in B. match the sponsor’s stated method of
payment?

4.  Article IV - Study Management and Coordination
                  Are the members of the Executive Committee identified by name and position?

5.  Signature Page

a.  Do the signatories listed have the authority to execute the agreement? (see authority
certification attachments)

b.  Are the titles of the signatories correct?

c.  Is there a notation that the PSP is attached to the FCSA?
6. Certificates

a.  Is there a Certification of Lobbying attached to the FCSA?

b.  Does the signatory of this certification have the authority to execute this document?

c.  Is there a Certificate of Authority included with the FCSA?

d.  Has the District Counsel signed the Certificate of Legal Review?
9.  Preliminary Financial Analysis

a.  Does the report identify a financially capable and willing sponsor to cost share a feasibility
study?

b.  Does the report include sufficient documentation to support the financial capability of the
sponsor to meet the requirements of non-Federal sponsorship?

_______

10.  Recommendations
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_______

a.  Does the report include a specific recommendation with respect to the selected alternative (s)?

b.  Is the recommendation in concert with current Federal policies and budgetary priorities with
regard to Federal Water Resources Development?

11.  Potential Issues _______

a.  Does the report identify any significant issues with respect to proceeding with a feasibility
study based upon this analysis?

b.  Are the issues of significant importance to jeopardize the successful initiation or completion of
the feasibility study?

c.  Does the report provide information that would address the issues effecting the feasibility
study?
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Quality Control Checklist
905(B) Reconnaissance Report

a.  Does the document cover identify the report as a 905(b) recon report?

b.  Does the report have an executive summary?

c.  Does the report have a table of contents?

d.  Does the report have a list of tables and figures?

_______

1.  Study Authority:
     Does the report include the complete study authority including
     current and/or changes in authorization? _______

2.  Study Purpose and Scope:

a.  Is the study purpose(s) adequately described?
b.  Is the scope accurate to reflect the physical components of the

                    project?
               c.  Does the scope incorporate new developments, issues, policy
                    changes, etc?

3.  Project Location

a.  Is the project location adequately described in terms of the river mile location,
county, state, community name?

b.  Is there a project map that shows the location with respect to known features?

_______

4.  Concise Discussion of Prior Studies, Reports and Existing
     Water Projects:

       Does the report list and provide narrative on all previous reports
                 including evaluation, recon, PSP, etc? _______

5.  Planning Objectives and Constraints

a.  Does the report contain clear/concise Planning Objectives?

b.  Does the report address planning constraints?

6.  Plan Formulation

a.  Does the report identify specific Problems and Opportunities?

b.  Does the report address existing conditions of the study area?
              c.  Is the future without-project condition clearly defined? _______
              d.  Does the report formulate an array of feasible alternative plans?

    e. Are the alternative plans adequately described?
_______

7.  Evaluation of Alternative Plans

a.  Does the report include a forecast of Future with-Project Conditions for each alternative plan?

b.  Is there a comparison of future with-project conditions with the future without-project for each
alternative?

c.  Are the differences between the alternatives assessed?

d.  Does the report include an appraisal of the effects and impacts of each alternative?
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e.  Does the report include decisions to qualify or drop alternative?

f.  Does the report include tables or matrices that display these analyses?
8.  Federal Interest

a.  Does the report define a Federal interest in the selected alternative(s)?

b.  Is the defined Federal interest in accordance with the P&G? _______

9.  Preliminary Financial Analysis

a.  Does the report identify a financially capable and willing sponsor to cost share a feasibility
study?

b.  Does the report include sufficient documentation to support the financial capability of the
sponsor to meet the requirements of non-Federal sponsorship?

_______

10.  Recommendations

a.  Does the report include a specific recommendation with respect to the selected alternative (s)?

b.  Is the recommendation in concert with current Federal policies and budgetary priorities with
regard to Federal Water Resources Development?

_______

11.  Potential Issues

a.  Does the report identify any significant issues with respect to proceeding with a feasibility
study based upon this analysis?

b.  Are the issues of significant importance to jeopardize the successful initiation or completion of
the feasibility study?

c.  Does the report provide information that would address the issues effecting the feasibility
study?

_______
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         TABLE __ - OVERALL LEVEL OF RISK WORKSHEET
Project Title

Policy
Factors Degree

Assessment
Degree Score

Regulation Low 1 2 3 4 5 6 High
Legislation Low 1 2 3 4 5 6 High
Social/Environmental Low 1 2 3 4 5 6 High
Project Funding Certain 1 2 3 4 5 6 Uncertain
Risk Aversion Low 1 2 3 4 5 6 High

Subtotal

Technical
Factors Degree

Assessment
Degree Score

Project Size Small 1 2 3 4 5 6 Large
Project Complexity Low 1 2 3 4 5 6 High
Project Uniqueness Routine 1 2 3 4 5 6 Unique
Inherent Uncertainty Low 1 2 3 4 5 6 High
Staff Qualifications High 1 2 3 4 5 6 Low

Subtotal

Project
Factors Degree

Assessment
Degree Score

Project Cost Low 1 2 3 4 5 6 High
Project Schedule Flexible 1 2 3 4 5 6 Inflexible
Political Sensitivity Low 1 2 3 4 5 6 High
Goal Certainty High 1 2 3 4 5 6 Low
Review Schedule Flexible 1 2 3 4 5 6 Inflexible

Subtotal
Total
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Table __
Project Title

Quality Control/Assurance Assignments, Schedule and Costs

Activity
ID

Technical
Component/Product

Production
Element/Organization

ITRT Member
Office

Quality Assurance
Offices Review Schedule 1/

Total Cost
1/ The sequence in which the QC reviews will occur is shown graphically on the
study schedule on page 55 of the PSP.
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Table __ - QA/QC Components
Project Title

Total Score Level of Risk Recommended Level of
Quality Control

QC Components QA Components

15-33 1 1 Consultants, District ITRT,
Customers

District Elements, LRD

34 - 49 2 2 Consultants, District ITRT,
Customers

District Elements, LRD

50 -  62 3 3 Consultants, District ITRT,
Customers

District Elements, LRD

63-75 4 4 Consultants, District ITRT,
Customers, Centers of Expertise,
Field Experts

District Elements, LRD

76-100 5 5 Consultants, District ITRT,
Customers, Centers of Expertise,
Field Experts

District Elements, LRD
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                                                                       Table __ - Risk Assessment Worksheet
Project Title

Project Areas - Policy
Policy Factors Measurement  Parameter Risk Measurement
Regulation Degree of regulation applied to activity (i.e.

wetlands -highly regulated, recreation master plans
not heavily regulated)

Legislation Degree of legislative control - Legislatively directed
project  versus continuing authority program.

Social/Environmental Highly sensitive and emotional project
(environmental hazard cleanup) versus lessor
sensitive (recreation development).

Project Funding High assurance of funding and cost sharing versus
lessor assurance of funding.

Risk Aversion Degree of project sponsor risk aversion to schedule
and cost overruns - high versus low .

 Project Areas - Technical
Factors Measurement  Parameter Risk Measurement

Project Size Size of project with respect to geographic scope,
number of project elements, and sponsor
coordination requirements.

Project Complexity Degree of complexity with respect to new
technology involved, and coordination efforts
required.
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Project Uniqueness Degree of project novelty or uniqueness uncommon
to the District or just routine planning and
engineering processes.

Inherent Uncertainty Degree of uncertainty inherent in the work due to
linguistic imprecision, statistical randomness,
subjective judgments.

Staff Qualifications Degree to which in-house staff has qualifications to
perform work versus use of AE Contractors.

 Project Areas - Project

Factors Measurement  Parameter Risk Measurement

Project Cost Amount of project cost considering distribution of
costs among elements, contingencies, and
relationship to other project costs.

Project Schedule Degree of project schedule flexibility considering
effects of resource constraints, weather, and
competing priorities.

Political Sensitivity Degree to which the project or its elements are
sensitive to political pressure interest groups or
leverage which could effect the scope, content or
schedule.

Certainty of Goals Degree to which the sponsor or sponsors are certain
of the project's goals and objectives.

Review Schedule Degree to which the review schedules for quality
control could be effected by external factors.
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Quality Control Checklist
Main Report and Formulation Appendix __

1.  Study Authority:
a.  Does the report include the complete study authority including
     current and/or change s in authorization? _______

2.  Study Purpose and Scope:
a.  Is the scope accurate to reflect the physical components of the

                 project? _______
b.  Does the scope incorporate new developments, issues, polic y

                 changes, etc? _______
c.  Does the report contain clear/concise Planning Objectives? _______

3.  Concise Discussion of Prior Studies, Reports and Existing
     Water Projects:

a.  Does the report list and provide narrative on a ll previous reports
                 including evaluation, recon, PSP, etc? _______

4.  Plan Formulation and Evaluation.
a.  Are existing conditions, resources, and economy of the area                          clearly

defined to include:

1.  Climate, precipitation and flooding history? _______
2.  Geology and soils? _______
3.  Socioeconomics, population, land use? _______
4.  Educational facilities, transportation, recreation? _______

5.  Cultural resources?
6.  Aesthetics?

           b.  Is the future without-project condition clearly defined?
           c. Is there a concise statement of specific problems and opportunities?
           d.  Have any planning constraints been identified and/or addressed?
           e.  Formulation of Alternative plans:

   1. Are both structural and nonstructural measures outlined to address identified
problems and opportunities?

   2. Does the report contain narrative on the rationale for selecting and combining
measures to formulate alternative plans that meet the identified problems and opportunities?
               3. Does the report fully describe the measures contained within each alternative?
           f.  Does the report detail the method and results of evaluating alternative plans?

1.  Does the report provide adequate future with-project conditions for each
alternative?

2.  Does the report adequately assess the differences between the future without and
future with-project conditions for each alternative?

3.  Does the report adequately appraise the alternatives effects by determining the
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value and significance of each difference described in the assessment step?
4.  Does the report qualify the alternatives using the criteria specified in the P&G

(completeness, effectiveness, efficiency, and acceptability)?
5.  Does the report display a comparison of the alternatives in accordance with the

system of accounts (NED, RED, EQ, and OSE)?
6.  Does the report detail the reformulation of alternative plans, as necessary?

g.    Does the report include a trade-off analysis?
5. Plan Selection

h.  Does the report include rationale for selection of a final plan and include a sensitivity
analysis?

i.  
_______

             i.    Does the report include a discussion of the risks and uncertainties associated with the
plan selection?

6. Description of the Plan.
     a.  Does the report include a detailed description of the plan components including any
mitigation efforts?

     b.  Does the report address design and construction considerations?
     c.  Does the report address operation and maintenance considerations?
     d.  Does the report discuss the plan accomplishments, outputs?
     e.  Does the report include a summary of the economic, environmental, and other social effects
for the selected plan?

7.  Plan Implementation: _______
     a.  Does the report describe the institutional requirements with regard to program eligibility,
participation, options, implementation period, and actual implementation procedures?

8.  Does the report include a summary of public involvement and  public
     comments, and coordination efforts with congressional representatives,

     concerned citizen groups, local governments, and other agencies?
             9. Report Summary and Recommendations

             1.    Does the report include a summary and recommendations section?
2.  Are the report recommendations supported by the data included in the report and its

appendices?
3.  Does the report include a signature block for the District Commander?
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CERTIFICATION OF INDEPENDENT TECHNICAL REVIEW - SAMPLE

Significant concerns and the explanation of the resolution are as follows:

(Describe the major technical concerns, possible impacts, and resolution)

As noted above, all concerns resulting from independent technical review of the project have been
considered

                                           (Signature)                                                                  (Date)
Principal w/AE firm Consultant or Chief of Planning in District.
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CERTIFICATION OF INDEPENDENT TECHNICAL REVIEW AND QUALITY
ASSURNACE REVIEW - SAMPLE

Significant concerns and the explanation of the resolution are as follows:

(Describe the major technical concerns, possible impacts, and resolution)

As noted above, all concerns resulting from independent technical review of the project have been
considered

                    (Signature)                                                                               (Date)
(Functional Chief, Responsible Division)
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CONTRACTOR STATEMENT OF TECHNICAL REVIEW
CONTRACTOR/CONSULTANT PLANNING STUDY - SAMPLE

(To be used by the AE Contractor or Consultant to certify that the study
or its components and ITR processes are complete)

COMPLETION OF INDEPENDENT TECHNICAL REVIEW

The (AE) (or other Government Contractor/Consultant ) has completed the (type of study or
study components by name ) of (project name and location). Notice is hereby given that an
independent technical review has been conducted that is appropriate to the level of risk and
complexity inherent in the project, as defined in the Quality Control Plan. During the independent
technical review, compliance with established policy principles and procedures; utilizing justified
and valid assumptions, was verified. This included review of assumptions; methods; procedures;
and material used in analyses; alternatives evaluated; the appropriateness of data used and level of
data obtained, and reasonableness of the results; including whether the product meets the
customer’s needs consistent with law and existing Corps policy.

                             (Signature)                                                                               (Date)
Study Formulator/Team Leader and Team Members

                  (Signature)                                                                                           (Date)
Independent Technical Review Team Leader

and Team Members
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STATEMENT OF TECHNICAL AND LEGAL REVIEW
IN-HOUSE PLANNING STUDY - SAMPLE

COMPLETION OF INDEPENDENT TECHNICAL REVIEW

The District has completed the (type of study)  of (project name and location).  Notice is hereby
given that an independent technical review has been conducted that is appropriate to the level of
risk and complexity inherent in the project, as defined in the Quality Control Plan. During the
independent technical review, compliance with established policy principles and procedures;
utilizing justified and valid assumptions, was verified. This included review of assumptions;
methods; procedures, and material used in analyses; alternatives evaluated; the appropriateness of
data used and level of data obtained, and reasonableness of the results; including whether the
products meets the customer’s needs consistent with law and existing Corps policy. The study
was accomplished by (District team/personnel from XX District/by AE Contractor or Consultant ),
and the independent technical review was accomplished by (an independent District
team/personnel from XX District/by AE Contractor or Consultant ).

                         (Signature)                                                                                              (Date)
Study Team Leader and Team Members

                        (Signature)                                                                                               (Date)
Independent Technical review Team Leader
and Team Members
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CERTIFICATION OF INDEPENDENT TECHNICAL REVIEW

Significant concerns and the explanation of the resolution are as follows:

(Describe the major technical concerns, possible impacts, and resolution)

As noted above, all concerns resulting from independent technical review of the project have been
considered. The report and all associated documents required by the National Environmental
Policy Act, have been fully reviewed.

         (Signature )                                                                                            (Date)
Chief, Planning Division

          (Signature)                                                                                            (Date)
Chief, Engineering Division

           (Signature)                                                                                           (Date)
Chief, Operations Division

            (Signature)                                                                                          (Date)
Chief, Construction Division

            (Signature )                                                                                         (Date)
Chief, Real Estate Division

CERTIFICATION OF LEGAL REVIEW
The report for ____________________________________, including all associated documents
required by the National Environmental Policy Act, has been fully reviewed by the Office of
Counsel,____________________ District and is approved as legally sufficient.

    (Signature)                                                                                                  (Date)
District Counsel
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STATEMENT OF TECHNICAL REVIEW
CONTRACTOR/CONSULTANT PLANNING STUDY - SAMPLE

(To be used by the District to certify that an AE Contractor or Consultant has completed the
study (or a component of the study) and/or ITR and that the District has completed QA.

COMPLETION OF INDEPENDENT TECHNICAL REVIEW AND QUALITY
ASSURANCE REVIEW

The (AE Contractor or Consultant) has completed the (type of study or a component of the
study) of (project name and location). Notice is hereby given that an independent technical review
has been conducted that is appropriate to the level of risk and complexity inherent in the project,
as defined in the quality control plan. During the independent technical review, compliance with
established policy, principles and procedures, utilizing justified and valid assumptions, was
verified. This included review of assumptions; methods; procedures, and material used in analyses;
alternatives evaluated; the appropriateness of data used and level of data obtained, and
reasonableness of the results; including whether the product meets the customer’s needs
consistent with law and existing Corps policy. The study was accomplished by (study consultant’s
name) and the independent technical review was accomplished by (review consultant’s name).
Their certification is attached. The District has completed a quality assurance audit and the subject
study documents are in compliance with the contract requirements.

                               (Signature)                                                                            (Date)
Quality Assurance Team Leader and Team Members
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QUALITY CONTROL CHECKLIST FOR NEPA DOCUMENTS

This checklist should be used for all Environmental assessments and Environmental Impact
Statements. However, since the format for EA’s is not strictly defined in NEPA, all questions may
not be applicable to those documents. In these cases, mark the “X” column with NA ( not
applicable).  Any and all deficiencies must be described in the “Comments” column.  Include
additional comments at end of table and attach additional sheets as necessary. Include name and
signature of all reviewers.

A. Format Citation X Comments
Does the document have?
1.Cover sheet? 40 CFR 1502.10(a)
2. Executive Summary? 40 CFR 1502.10(b)
3.Table of Contents? 40 CFR 1502.10 (c)
4.Purpose of and need for
action?

40 CFR 1502.10(d)
36 CFR 215.1 (a)

5. Alternatives including
proposed action?

40 CFR 1502.10 (e)

6. Affected Environment? 40 CFR 1502.10(f)
7. Environmental
consequences?

40 CFR 1502.10(g)

8. List of Preparers? 40 CFR 1502.10(h)
9. List of agencies,
organizations, persons to whom
copies of the EIS are sent?

40 CFR 1502.10(i)

10. Index? 40 CFR 1502.10(j)
11. Appendices? 40 CFR 1502.10(k)
B. Components
1. Cover sheet - Does the cover
sheet include:
  a) a list of responsible
agencies including the lead
agency and any cooperating
agencies?

40 CFR 1502.11(a)

  b) Title of the proposed
action?

40 CFR 1502.11(b)

  c) The names of the states and
counties where the actions are
located?

40 CFR 1502.11(b)

  d) The name, address, and
telephone number of the person

40 CFR 1502.11(c)
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at the agency that can supply
further information?
  e) A designation of the status
of the EIS as either Draft or
Final?

40 CFR 1502.11(d)

  f) A one-paragraph abstract of
the document?

40 CFR 1502.11(d)

  g) The date when comments
must be received?

40 CFR 1502.11(f)

  h) Is the cover sheet only one
page?

40 CFR 1502.11

2. Summary - Does the
summary stress:
  a) The major conclusions? 40 CFR 1502.12

36 CFR 215.2
  b) Areas of controversy? 40 CFR 1502.12

36 CFR 215.3
  c) Issues to be resolved,
including the choice among
alternatives?

40 CFR 1502.12

  d) Does the summary
adequately and accurately
characterize the EIS (could the
summary stand on its own
without the rest of the
document?

40 CFR 1502.12
40 CFR 1500.4(h)

  e) Is the summary 15 pages or
less?

40 CFR 1502.12

3. Table of Contents
  a) Is the table of contents
accurate?

40 CFR 1502.12

4. Purpose and Need for
Action:
  a) Does the Purpose and Need
section define the need for
action, not the proposed action
(preferred alternative)? This
statement should describe the
underlying purpose and need
that the Corps is responding to
in proposing the alternatives.

40 CFR 1502.13

  b) Is the Purpose and Need
section brief?

40 CFR 1502.13
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5. Alternatives - Does this
section include:
  a) The reasonable range of
alternatives?

40 CFR 1502.14(a)

  b) Reasons why alternatives
were eliminated from
consideration in detailed study?

40 CFR 1502.14(b)

  c) Reasonable alternatives not
within jurisdiction of the
Corps?

40 CFR 1502.14(c)

  d) The No-Action alternatives
based on existing conditions?

40 CFR 1502.14(d)

  c) A statement discussing
which alternative(s) is
preferred?

40 CFR 1502.14(e)

  d) Appropriate mitigation
measures not already included
in the alternatives?

40 CFR 1502.14(f)

  e) A clear identification of all
issues and provide a clear basis
for choice among options?

40 CFR 1502.14

  f) A complete exploration and
objective evaluation of all
reasonable alternatives?

40 CFR 1502.14(a)

6. Affected Environment
a)  Does this section describe

  the environment of the areas
to be affected or created for
all the alternatives under
consideration?

40 CFR 1502.15

  b) Is the section no longer
than necessary for
understanding the effects of
each alternative under
consideration?

40 CFR 1502.15

  c) Does the section have
sufficient level of detail
commensurate with the
importance of the impact? And,
less important material is
summarized, consolidated or
simply referenced?

40 CFR 1502.15

  d) Is the section succinct? 40 CFR 1502.15
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7. Environmental
Consequences - Does this
section discuss:
  a) The environment impacts of
the alternatives including the
proposed action?

40 CFR 1502.16

  b) Any adverse environmental
effects which cannot be
avoided should the proposal be
implementation?

40 CFR 1502.16

  c) The relationship between
short-term uses of man’s
environment and the
maintenance and enhancement
of long-term productivity?

40 CFR 1502.16

  d) Any irreversible or
irretrievable commitment of
resources which would be
involved in the proposal should
it be implemented?

40 CFR 1502.16

  e) Direct effects and their
significance?

40 CFR 1502.16(a)

  f) Indirect effects and their
significance?

40 CFR 1502.16(b)

  g) Possible conflicts between
the proposed action and the
objectives of other Federal,
State, local land use plans,
policies, and controls for the
area?

40 CFR 1502.16(c)

  h) The environmental effects
of the alternatives including the
proposed action?

40 CFR 1502.16(d)

  i) Energy requirements and
conservation potential of
various alternatives and
mitigation measures?

40 CFR 1502.16(e)

  j) Natural or depletable
resource requirements and
conservation potential of
various alternatives and
mitigation measures?

40 CFR 1502.16(f)

  k) Urban quality, history and 40 CFR 1502.16(g)
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cultural resources, and the
design of the built environment,
including the reuse and
conservation potential of
alternatives and mitigation
measures?
  l) Means to mitigate adverse
environmental impacts?

40 CFR 1502.16(h)

8. List of Preparers
  a) Does the EIS list the names
and qualifications of all persons
who were primarily responsible
for preparing the document?

40 CFR 1502.18

9. Appendices: If present: 40 CFR 1502.18
  a) Do the appendices consist
of material prepared in
connection with the EIS?

40 CFR 1502.18(a)

  b) Does the material
substantiate any analysis
fundamental to the EIS and
relevant to the decision to be
made?

40 CFR
1502.18(b)(c)

TASK: Review of State Park management Plans

FUNCTIONAL TEAM: One Person
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CUSTOMER INVOLVEMENT: Coordination is required with CELRH-RE. CELRH-RE-M
provides the following:

1.  Memorandum requesting review of the Management Plan
2.  State Park Management Plan for water resource projects.

INTERIM REVIEWS: Branch and Division review

INDEPENDENT REVIEW: None

CHECKLIST: CELRH-PD-R provides review, checking for the following information.
1.  Budget breakdown
2.  Personnel used in management
3.  Maintenance activities in the next year
4.  Facility changes or additions in the next year. PD-R notes any plans which may require

a master plan supplement
5.  A map showing existing land use and proposed changes
6.  Environmental enhancement activities

PRODUCT: PD-R provides comments or concurrence of the Management Plan.
1.  Spell and technical check in PD-R
2.  Two copies of comments kept in PD-R



ADD D-5
CELRHR 5-2-7
1 May 99

D-5-8

TASK: Review of Engineering Division O&M Manuals

FUNCTIONAL TEAM: One Person

CUSTOMER INVOLVEMENT: Coordination is required with CELRH-ED. CELRH-ED
provides the following:

 
1.  Memorandum requesting review of O&M manual for completed construction projects.

INTERIM REVIEWS: Branch and Division review

INDEPENDENT REVIEW: None

CHECKLIST: CELRH-PD-R provides the following:
1.  Check for spelling and proper wording.
2.  In the document assure that all operational steps provide protection of the

environment. This includes conservation of trees, soil erosion control, preservation of
wildlife habitat, water quality, and aesthetic quality.

3.  Check for proper disposal and use of toxic and hazardous materials.
4.  Provide any planning background information.

PRODUCT: PD-R provides comments or concurrence with the O&M manual
1.  Spell and technical check in PD-R
2.  One copy of comments and the manual are kept in PD-R

TASK: Review of Engineering Division Plans and Specifications.
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FUNCTIONAL TEAM: One Person

CUSTOMER INVOLVEMENT: Coordination is required with CELRH-ED. CELRH-ED
provides the following:

 
1.  Memorandum requesting review of plans and specifications for construction of

facilities.
2.  Plans and specifications

INTERIM REVIEWS: Branch and Division review

INDEPENDENT REVIEW: None

CHECKLIST: CELRH-PD-R provides the following:
 
1.  Check for spelling and proper wording.
2.  In the text document assure that all the construction methods provide for the

protection of the environment. This includes conservation of trees, soil erosion
control, preservation of wildlife habitat, water quality, and aesthetic quality.

3.  Check for proper disposal and use of toxic and hazardous materials.
4.  Provide any planning background information for construction site.

PRODUCT: PD-R provides comments or concurrence with the P&S.
1.  Spell and technical check in PD-R
2.  One copy of comments and the P&S are kept in PD-R
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TASK: Record of Environmental Consideration (REC)

FUNCTIONAL TEAM: One Person

CUSTOMER INVOLVEMENT: Coordination is required with CELRH-RE. CELRH-RE-M
provides the following information:

1.  Memorandum requesting REC.
2.  Name of project, State, title of action, tracts involved, a tract map, a location map,

brief description of proposed action, estimated date of completion of action, and term
of leases, licenses, etc.

INTERIM REVIEWS: Branch and Division review

INDEPENDENT REVIEW: Not needed.

CHECKLIST: CELRH-PD-R provides review, checking for the following information.
 
1.  Determine if an environmental assessment or environmental statement was completed

for the water resource project and if there was an assessment of the impacts of the
proposed action.

2.  Determine if the proposed action is a categorical exclusion under ER 200-2-3.
3.  If there was no exclusion, is an EA required or EIS?
4.  Provide pertinent background for the action if considered necessary

PRODUCT: PD-R provides comments or concurrence of the Management Plan.
1.  Spell and technical check in PD-R
2.  Two copies of comments kept in PD-R
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TASK: Review of Operational Management Plans

FUNCTIONAL TEAM: One Person

CUSTOMER INVOLVEMENT: Coordination is required with CELRH-OR. CELRH-OR-R
provides the following information:

1.  Memorandum requesting review of the draft update of the operational Management
Plan.

2.  Draft updated Operational Management Plan.

INTERIM REVIEWS: None

INDEPENDENT REVIEW: Branch and Division review.

CHECKLIST: CELRH-PD-R provides review, checking for the following information.
 
1.  Spelling and wording accuracy.
2.  Accuracy of maps, existing facilities, and land use using references such as the master

plan, project data book, environmental assessments, topographic maps, utilization
reports, and operations facility listings.

3.  Chapter 11, Cultural Resources, is reviewed by District Archeologist. Updated
information is provided and, if necessary, an updated Historic Properties management
Plan (HPMP) letter report is included.

4.  Accuracy of chapter concerning outgrant administration references such as the
Utilization Reports, or from PD-R reviews of real estate proposals.

5.  Provide any additional information regarding hazardous waste administration.

PRODUCT: PD-R provides comments or recommends changes.

1.  Spell and technical check in PD-R
2.  Two copies of comments kept in PD-R
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TASK: Review of Real Estate Utilization Reports

FUNCTIONAL TEAM: One Person

CUSTOMER INVOLVEMENT: Coordination is required with CELRH-RE. CELRH-RE-M
provides the following information:

1.  Memorandum requesting review of the draft Utilization Report.
2.  Draft Utilization Report.

INTERIM REVIEWS: Branch and Division review

INDEPENDENT REVIEW: None

CHECKLIST: CELRH-PD-R provides review, checking for the following information.
 
1.  Spelling and wording accuracy.
2.  Check for conformance to established formats and consistency between each section

of the report.
3.  Check accuracy of acreages with respect to master plans, operations facility listings,

and previous Utilization Reports.
4.  Check for consistency between master plan and supplements and operations facility

listings with respect to Corps public use areas.
5.  Check dates of current master plan and any follow-up supplements with planning

documentation.
6.  District Archeologist checks cultural resources section making changes as necessary.

Maintain updated computer files on cultural resources for use by RE-M.
7.  Check section on outgrants to assure that all new additions or deletions have been

accounted for. Check all recreation listings for accuracy.
8.  Provide any planning background information on facilities or resources.
9.  Check for accuracy of outgrant expiration dates.

PRODUCT: PD-R provides comments or recommends changes.

1.  Spell and technical check in PD-R
2.  Two copies of comments kept in PD-R
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TASK: Review of Master Plan Supplements

FUNCTIONAL TEAM: One Person

CUSTOMER INVOLVEMENT: Coordination is required with CELRH-RE or CELRH-OR
depending upon who initiates the proposed land use change. Initial action may consist of an
outgrant action or proposed Operations Division facility addition. Both CELRH-RE-M and
CELRH-OR-R should concur with the proposal before a supplement is prepared. The following
information is required:

1.  Description of the proposed action.
2.  General location map or land use map.
3.  Site Plan
4.  Construction specifications if available
5.  Backup correspondence

INTERIM REVIEWS:  Supplement is reviewed by PD-R Branch and all Divisions. District
Engineer approves the Supplement.

INDEPENDENT REVIEW: None

CHECKLIST: The Supplement should contain the following information .

1.  Authority for the Supplement, cite regulation.
2.  Exhibits, including location map, land use map from master plan, site plan, design

drawings if available, other graphic information which helps explain the proposal.
3.  Brief description of the purpose of the supplement.
4.  General description of the proposal in the first paragraph.
5.  Listing of Government and private agencies involved in the study.
6.  The estimated costs and the sources of funding for the design, construction and

maintenance of the proposed facility or land use change.
7.  Detailed description of important plans and specifications not included above.
8.  Description of existing facilities in the area.
9.  Briefly describe anticipated environmental impacts.
10.  Provide rationale/justification for the proposal.
11.  Specify the beneficiaries of the proposed land use change.
12.  Include additional information from the State and private organizations if necessary.

PRODUCT: PD-R writes the supplement.

1.  Spell and technical check in PD-R
2.  Signed copies of the supplement are distributed to OR, CD, RE, and ED.
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3.  One copy is transmitted to CELRD-CO-OE, and CECW-ON for optional comment
per CELRD-R 1105-2-2.

4.  One copy is added to each copy of the master plan in PD-R
5.  Original copies are kept in PD-R files.
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TASK: Review of Real Estate Division outgrant actions, leases, licenses, permits, disposal
actions, acquisitions, including renewals.

FUNCTIONAL TEAM: One Person

CUSTOMER INVOLVEMENT: Coordination is required with CELRH-RE. CELRH-RE-
provides the following information:

1.  Memorandum giving brief description of proposed action.
2.  Tract and location maps.
3.  A Report of Availability is required from CELRH-OR or the project in most cases.
4.  Backup correspondence from outgrant holders.

INTERIM REVIEWS: Branch and Division review

INDEPENDENT REVIEW: Not needed

CHECKLIST: CELRH-PD-R provides the following:
 
1.  Determination of exact location from maps provided. If Necessary, other maps are

used such as topographic maps, master plan maps, project maps.
2.  Request more information from RE if needed.
3.  Check master plan for conflicts with recreation, wildlife management, or operations?
4.  Does the proposal require a master plan supplement according to ER 1130-2-435 or

other regulations?
5.  Prepare a master plan supplement after concurrence from CELRH-OR
6.  Check for conflicts with previous real estate actions.
7.  Check for impacts on existing recreation facilities using master plan or other

documents as reference.
8.  Check for Environmental resource impacts.

a.  Wildlife habitat
b.  Water quality
c.  Floodplain impacts (100-year floodplain or project maximum flood pool)
d.  Aesthetic impacts (visual and noise).
e.  Does the action require an environmental assessment according to ER 200-

2-2?
f.  Is a Section 404 permit required?

PRODUCT: Prepare a 1st Endorsement response.

1.  Spell and technical check in PD-R
2.  Two copies kept in PD-R, one in central file.
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TASK: Preliminary Assessment Screenings (PAS), Statement of Findings

FUNCTIONAL TEAM: One Person

CUSTOMER INVOLVEMENT: Coordination is required with CELRH-RE. CELRH-RE-
provides the following information:

1.  Memorandum requesting PAS
2.  Completed PAS certification forms from all Divisions, including CELRH-RE,

CELRH-OR, CELRH-SO, CELRH-CD, CELRH-ED.
3.  Blank certification form for PD-R.
4.  A Report of Availability (ROA) is required from CELRH-OR or the project in most

cases.
5.  A visual inspection form (if not included in the ROA above.
6.  A floodplain determination completed by PD-S prior to completion of the PAS.

 INTERIM REVIEWS: Branch and Division review

INDEPENDENT REVIEW: Not needed

CHECKLIST: CELRH-PD-R provides the following:
 
1.  Completed PAS certification form.
2.  Floodplain determination, if not already completed.
3.  Use established format to present findings which summarizes the REC conclusions,

floodplain determination, and resolves any conflicts in the PAS certification forms.
4.  Request more information from CELRH-Re if necessary.
5.  If no specific or unusual problems regarding hazardous materials then four signatures

are required (PD-R preparer, PD-R branch chief, PD-S branch chief, and Division
Chief).

6.  If hazardous waste problems are present which cannot be resolved in the PAS, then
the memorandum must be sent back to CELRH-RE for further action. This action may
consist of additional information in the office, a further site inspection by qualified
persons, or taking samples for analysis.

PRODUCT: Final action should be completion of the PAS when enough information is available
to draw a conclusion.

1.  Spell and technical check in PD-R
2.  One copy of PAS document kept in PD-R.
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Section 1135 Quality Control Plans

A. Operating Procedure:
a.  A Planning Division representative shall be designated as POC for the coordination of

all Section 135 Projects in the Huntington District. It is preferable that the individual
reside in the Environmental Analysis Branch to assure the full compliance with the
NEPA process throughout the planning and implementation of potential 1135 projects.
The District POC for 1135 projects is in continual communication with the MSC and
headquarters. To assure that the proper quality control guidelines are implemented for
potential projects the POC shall receive the full cooperation from District staff and will
be notified of all problems encountered, completion of actions taken and miscellaneous
matters as necessary to guarantee that the project is on schedule.

b.  The sequential actions necessary for the full performance of the quality control process
for Section 1135 environmental restoration projects are presented on the following
pages and are considered an integral component of the SOP.

B.  Formation of the QC Team for the Huntington District

The District quality control team will be comprised of representatives from several
divisions in Huntington having interest and oversight in environmental restoration projects on
Government-owned land. Their presence on the QC team to conduct these functions is implied if
not stated in the governing Section 1135 regulation, EC 1105-2-206 Project Modifications for the
Improvement of the Environment. Those regulations insist that appropriate peer-level review
occur which involves the significant features of any potential project, such as Federal lands, cost
estimating, construction, operation and maintenance.

Consequently, the District QC team for Section 113 5’s will be comprised at a minimum of
representatives from:

CELRH-ED-C
CELRH-ED -G
CELRH-ED-H
CELRH-OR
CELRH-RE-M
CELRH-PD-F

It is important that the QC team members be contacted in advance of completion of the
PRP for a potential restoration project. Three weeks advance notice shall be provided all team
members to schedule adequate time for their review so that the completion schedules are not
negatively affected.

All team members shall be notified in writing of the performance of quality control for a
new Section 1135 project. Prior notification in writing will serve to furnish a record of
implementation and compliance as well as allow supervisors and managers to adjust assignments
as needed on a project by project basis.
C.  Issues to be resolved by the QC Team.



ADD D-5
CELRHR 5-2-7
1 May 99

D-5-18

Any number of possible issues related to the PRP for a potential Section 1135 restoration project
could surface, and consequently the time required for their successful resolution could negatively
impact the scheduled completion for the entire review process, prior to forwarding to
headquarters. The PRP outline itself mandates that attention be focused upon significant concerns
and issues such as the effect of the proposal upon authorized project purposes, the ownership
and/or acquisition of lands and the like. The quality control team drawn from an interdisciplinary
group of technical experts from various divisions and branches, will heed specific attention and
focus upon certain aspects and subheadings of the PRP. While the PRP author will have
addressed all required District interests and concerns at the outset in the PRP, the matter will not
be settled and certified as it were until the QC team has adequately reviewed the documents.

It is proposed that a 3-step resolution process be followed where concerns arise in need of
resolution, before the project can be certified to the MSC and eventually headquarters. First, the
reviewer and the PRP author should attempt to resolve disagreements or misunderstandings
during an informal working level process. Many concerns will likely be resolved satisfactorily in
this manner.

If necessary, the second step in the resolution process should involve discussions with the above
staff as well as their supervisors. Understanding the importance of settling differences early in a
timely fashion, this added step is anticipated to resolve most issues within the District.

In the event that the District staff is unable to satisfactorily resolve one or more issues during the
QC review process, then it will be necessary to involve the MSC personnel from the pertinent
disciplines to intervene. Relevant sections of a subject PRP can be mailed electronically to the
MSC for use during a subsequent teleconference call to resolve the matter. Should it be necessary,
the MSC can solicit guidance form the policy section of headquarters to acquire the perspective
from the element of the Corps.

In all but unusual instances, it is anticipated that issues and concerns will be satisfactorily resolved
in the Huntington District through steps one and two.

Both the concerns and issues that arose as well as the method of resolution will be documented at
some time for the completed record and the quality control file. Participating team members will
further receive written documentation of the above. The steps for obtaining resolution have been
designed both to expeditiously settle any issues and to simplify or streamline further QC reviews
in the future by the team.

The QC Checklist for Section 1135 and 206 projects is attached:
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QC CHECKLIST FOR SECTION 1135/206 PRELIMINARY RESTORATION PLANS
PROJECT NAME

PRODUCTION LEADER:________________________________ PHONE: ________________
ITR LEADER: _________________________________________  PHONE :________________

Items for Review Review Comments
Does the Local Sponsor Letter of Intent include:
1.  Project authority and project purpose?
2.  Total cost, cost share ratio and local cost?
3.  Understanding of what is being cost shared?
4.  100% local LERRD and OMRR&R responsibility?
5.  Willingness and ability to cost share?
Does the PRP state:
1.  Any sponsor schedule constraints?
2.  Proposed work-in-kind contributions?
3.  Sponsor concerns, particularly regarding the PCA?
4.  Sponsor OMRR&R and LERRD requirements?
5.  Value of sponsor’s currently owned lands?
Maps, Tables, and QC Documentation:
1.  Are the maps, drawings and project plans reproducible? (1135

maps must show Gvt. property lines)
2.  Does the PRP follow the format in the EC?
3.  Are financial data shown per the EC requirements?
4.  Do funding needs agree with the project schedule?
5.  Are computations correct?
6.  Are certification signature sheets attached?
Historical, Existing & Future with/without Ecological
Conditions:
1.  Are historical conditions described and documented?
2.  Are causes of environmental degradation described and
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documented?
3.  Are the obvious and intrinsic functional values of target

resources fully explained?
4.  Is a general plan for field studies presented?
5.  Are existing conditions well described and quantified where

possible?
6.  Are future w/o project conditions described and quantified?
7.  Are future w/project conditions described and quantified?
8.  Are all ecosystem benefits to the immediate project area &

interrelated areas described?
Formulation and Evaluation of Alternatives with
Recommended Plan
1.  Are the project alternatives that may be addressed in the

feasibility phase described in detail?
2.  Are the measurement units used to quantify outputs consistent,

reasonable, supportable?
3.  Are expected ecological changes quantitatively described

relative to w/o project conditions?
4.  Are proposed plan and features well described and related to

ecosystem changes?
5.  (Section 206) Does the report describe how proposed features

would alter substrate or hydrologic regime to improve aquatic
ecosystems?

6.  Are the monetary/non-monetary costs and benefits of each
proposed major feature described?

7.  Do monetary costs described in the report compare with
similar completed projects?

8.  Are the monetary costs reasonable and reliable?
9.  Are the incremental outputs of each separable major feature

proposed supportable, reasonable?
10.  Does the report describe incidental economic and recreation
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benefits consistent with P&G?
11.  Does the report describe how ecological outputs will be

monitored (units and methods)?
Coordination with Others and Compliance:
1.  Does the report address other Federal, Regional or watershed

projects or plans?
2.  Does the report describe ongoing Corps studies in the area?
3.  Are other stated Federal, State or Regional agency positions

stated in the report?
4.  Do the stated positions of regional wildlife groups support the

project? If not, does the report resolve those issues?
5.  Does the report address remaining NEPA, Clean Water Act,

NHPA, etc. compliance needs?
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 APPENDIX E
 

 REAL ESTATE SUBPLAN

1.  Purpose.  This appendix provides the general policies and procedures for the execution of
Quality Control (QC) activities in the Real Estate Division of the Huntington District, Great
Lakes and Ohio River Division.  It constitutes Huntington District Real Estate Division’s Quality
Management Plan.  Additionally, it generally defines the roles and responsibilities of the Great
Lakes and Ohio River Division in its Quality Assurance (QA) role. This subplan supplements and
is included as an appendix to the Huntington District main plan.

2.  References.

a.  ER 405-1-12, Real Estate Handbook.

b.  HQUSACE Real Estate Policy Guidance Letters.

c.  CEORD-ET-R Memorandum, dated 11 July 1996, subject: Real Estate Quality Control
Plans.

d.  CEORD-ET-RD Memorandum, dated 1 August 1996, subject: Real Estate Quality
Assurance and Quality Control Plans.

e.  CEORD-ET-R Memorandum, dated 8 August 1996, subject: Quality Control Plan for
Condemnation Assemblies.

References 2c., 2d., and 2e. were memos that distributed the standard QCP checklists to the 
Districts.  The mandatory minimums referred to later in this appendix in relation to these
references, refer to the items on those checklists.  The checklists distributed through these
memorandums are included in Addendum E-1 at the end of this subsection.  The memos
themselves contained no guidance beyond that provided in the Division’s QMP and were for the
primary purpose of distributing the checklists.

3.  Definition.  Real Estate Technical Coordinator.  The District Real Estate individual assigned
responsibility for guiding the development of the Real Estate product and coordinating with the
District's other technical organizations.  This could be a Branch or Section Chief, or the Project or
Study Team Member.
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4.  Applicability.

a.  This appendix applies to all functions and activities of the Real Estate Division, Huntington
District.

b.  The quality management process applies to all Real Estate services and products, including
those Real Estate sub-products which are integral parts of decision and implementation
documents developed as part of the planning and engineering programs.   Huntington District
Real Estate Division will  maintain a Quality Control Plan (QCP) for each of the applicable real
estate products produced listed in the following table.  All QCP’s must be documented, auditable
for QA purposes, show clear accountability for each component of the QCP, and be designed to
produce desired quality consistently.  For those products that are currently sent to CELRD-ET-R
for approval or for review and transmittal to higher authority, the QCP’s must contain as a
mandatory minimum the elements contained in the examples distributed by references 2c, 2d, and
2e.  All such products when sent to the division must be accompanied by QCP’s.  The mandatory
minimums shall also apply to those products if and when delegations are allowed and made to
district level.  Changes to the minimums require the approval of CELRD-ET-R. Districts may
develop additional QCP’s, if necessary to assure the technical quality of the Real Estate Products
or add to the QCP’s that have mandatory minimums. The following are examples of Real Estate
products requiring a QCP:

Real Estate Planning Documents (Civil).
Appraisals and Appraisal Reviews.
Attorney’s Final Title Opinions
Attorney’s opinions of Compensability
Deeds and Closing Documentation
Offers to Sell Real Property/Easements
Negotiator’s Reports
Relocation Agreements
Title Evidence
Condemnation Assemblies
Encroachments
Executive Order Surveys
Utilization Evaluations
Compliance Inspections
Outgrants
Disposals/Deeds
Annexation
Retrocession
Legal Descriptions
Real Estate Project Maps

c.  Copies of Quality Control Checklists for the above products, which are applicable to
Huntington District, are included as Addendum E-1 to this plan.
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d.  Real Estate also provides significant input to documents managed by other functional
organizations.  The technical review processes for those documents are described in other
Organization’s appendices.

5.  Quality Process.

a.  General.  Components of the quality process are QC and QA.  The quality process
is integrated into the development of products and is customer-focused.  Since technical
review is now the responsibility of the District, it should be interwoven in all aspects of
District work leading to continuous improvement and quality products.

b.  Level of Detail.  The level of detail of the quality process depends on factors such
as risk, complexity and cost.  These are often related in any given product and must be
considered together when making a decision.  If there is high risk (the consequences of a
poor quality product are substantial) then a more detailed quality process is required. 
Complexity of technical or policy issues, the dollar value of the product, or the cost to
produce a product are also important and may dictate a more or less detailed process.  A
successful quality process is one that is appropriate for the task being performed, adds
value to the final product, and results in the customer receiving their desired product.

6.  Quality Control Responsibilities.

a.  Objective.  To develop, integrate, and implement quality control management practices and
business procedures to ensure the quality of Real Estate products and services.

b.  Quality Management Plan (QMP).  Establish a Real Estate QMP, or the Real Estate
portion of the District's QMP, which complies with the policies and principles of referenced
memorandum and in applicable USACE regulations.  District QMP's will establish the roles,
responsibilities and processes of District Real Estate Divisions for each major Real Estate function
and activity.

c.  Quality Control Plan (QCP).  Real Estate maintains a Quality Control Plan (QCP) for each
of the Real Estate products produced in its division and listed in paragraph 4b. of this appendix.
All QCP’s must be documented, auditable for QA purposes, show clear accountability for each
component of the QCP, and be designed to produce desired quality consistently.  For those
products that are currently sent to CELRD-ET-R for approval or for review and transmittal to
higher authority, the QCP’s must contain at minimum the elements contained in the examples
distributed by references 2.c., 2.d., and 2.e.  All such products, when sent to the division, must be
accompanied by approved QCP’s.  Changes to the minimums require the approval of CELRD-
ET-R.  Mandatory minimums apply to those products if and when delegations are allowed and
made to district level.  Districts may develop additional QCP’s, if necessary, to assure the
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technical quality of the Real Estate Products or add to the QCP’s that have mandatory minimums.
 Where the standard checklists are used, these checklists constitute the QCP for that product. 
However, in the specific case of checklists used for reports, memoranda, and other documents
prepared by Real Estate that are an integral part of a Civil Works decision or implementation
document, (for example, Detailed Project Reports (DPR’s)), copies of major comments and their
resolution are to be an integral and required part of the QCP.  This is especially true of
Independent Technical Review Comments.  In all cases, comments and resolutions may be
attached to any checklist as backup to the QC process.  Where checklists are not used, a narrative
QCP must be maintained in the responsible office describing the quality control process for that
product.

d.  Checklist Use.  With the exception of certain Real Property Management products under
certain conditions (see Paragraph e. below), it is the intent of the Huntington District Real Estate
Division to utilize the checklists at Addendum E-1 to ensure quality control of its various
products.  This policy can be reviewed at any time and use of these checklists will be guided by
the following factors:

(1)  Required for all actions which require upward reporting.

(2)  Required for all actions deemed of special, highly controversial or unique
circumstances by the Chief, of individual Branches or the Division Chief.

(3)  Required for all actions by new employees for a minimum of one-year or until deemed
satisfactory performance by the Branch Chief.

When none of the above conditions are present, the Branch Chief may implement an alternate
QCP outside of the checklists.  Any alternate plans will be incorporated in this document.  At the
present time only Management and Disposal Branch has identified products with alternate QCP’s,
they are described in the following paragraph.

e.  Real Property Management Activities Not Requiring a QC Checklist.   The following
actions will be deemed adequate to achieve appropriate Quality Control when none of the three
conditions listed in the above paragraph are present.  It should be noted however that a minimum
of 10-percent of all products will undergo the standard QCP process regardless of whether they
meet the alternate QCP conditions..

(1)  Outgrants.  Senior realty specialists shall prepare the outgrant using the approved
standard outgrant form, modified only with site specific conditions determined through the Report
of Availability and comments received from appropriate affected elements.  Prior to sending the
outgrant to the proposed grantee, the outgrant shall be reviewed by the Branch Attorney for legal
sufficiency and by the Chief, M&D Branch for completeness of action.  The final document, after
acceptance by the grantee, shall again be reviewed by the Chief, M&D and approved by the Chief,
Real Estate Division.
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(2)  Disposals.  Few disposal actions will not require a checklist.  Only those within the
Districts authority (less than $1000 FMV) will be exempted.  For those actions, QC shall consist
of technical review of each step of the disposal process by both the branch attorney and the Chief,
M&D Branch.  The final Report of Excess shall also include review of the Assistant Chief and
Chief of the Real Estate Division.

(3)  Compliance Inspections.  Compliance Inspections, although important to the program,
are very minor in application.  Very few inspections shall require the completion of a checklist. 
Quality control shall be achieved by the review of the final report by the Chief, M&D Branch and
approval by the Chief, Real Estate Division.

(4)  Encroachment Resolutions.   The senior realty specialist shall investigate all the
circumstances surrounding the suspected encroachment and make a recommendation as to the
appropriate cure.  The Chief, Encroachment Section shall review the data provided and
concur/make further recommendations back to the senior realty specialist for final actions.  For
consentable structures, the Consent shall be prepared by the realty specialist, reviewed for legal
sufficiency by the branch attorney and for technical sufficiency by both the Section and Branch
Chiefs.  For removals requiring legal action, the action shall be prepared by the section attorney,
reviewed by the Section Chief and Branch attorney for concurrence/further recommendations. 
Removals not requiring legal action (voluntary removals), the same review procedures utilized for
consentable structures shall be applied.  For grandfather structures, the decision packet shall be
reviewed by the Section and Branch Chiefs and approved by the Chief, Real Estate Division.

(5)  Quitclaim Disposal Deeds.  All QC deeds shall be prepared by the Branch Attorney,
reviewed for technical sufficiency by the Chief, M&D Branch, for legal sufficiency by an attorney
of an equal or higher grade within Real Estate or the Office of Counsel, and approved by the
Chief, Real Estate Division.

f.  Quality Control Activities.

(1)  Responsibilities:

(a.)  The District Chief of Real Estate shall have overall responsibility for the technical
quality of Real Estate products and services within Huntington District Real Estate Division.  The
District Chief of Real Estate assures that systems (personnel, technical competence, training,
QMP, and QCP’s) are in place and are sufficient to produce quality products.  This includes
assigning Independent Technical Reviewers and making determinations when outside Independent
Technical Review assistance is required.  Assuring that these systems are in place is the District
Chief’s most important role in the quality process.

(b.)  The Branch/Section Chiefs are responsible for their component parts of the
product.  Branch/Section Chiefs make work assignments based on specific project/product
complexities/risks and technical competencies.  Additionally, they are involved in either
production or Independent Technical Review of products.  Branch or Section Chiefs have four
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major roles.  The first is assuring that the customer receives a quality product.  The second is that
the QMP is adhered to and that QCP’s are in place and completed.  The third is matching the
complexity of assignments with technical competence.  The fourth is a final and thorough review
of all products within their responsibility.

(c.)  Study/Project Team Members and team members/employees are responsible for
quality production of the product, including checking to assure basic assumptions are valid,
information is coordinated, decisions are properly documented, and calculations are error free. 
This includes responsibility to interact and coordinate inside and outside Real Estate Division
where the product affects other products or activities.  Communication is a critical part of quality
at this level.  This communication could range from assuring the data provided matches the data
in the final document to informing a supervisor if a particular task is outside the team
member/employee’s knowledge, subject area, or ability.

(2)  Independent Technical Review.  Independent technical review is applicable especially
to those reports, memoranda, and other documents prepared by Real Estate that are an integral
part of a Civil Works decision or implementation document, for example, Detailed Project
Reports (DPR’s).  It may however be utilized in any QC process.  This review shall be
accomplished by Real Estate individuals having expertise in disciplines involved in the type of
product being developed and reviewed, who were not personally involved in that product’s
development.  This could include seeking assistance from outside the Huntington District in cases
where sufficient expertise is not available within the District.

(3)  Qualifications of  Independent Technical Reviewers.  District Real Estate personnel
who perform independent technical reviews must possess the knowledge, skill, and ability to be
able to identify shortcomings and deficiencies in Real Estate products and services, and to
determine the appropriate corrective actions.   CELRD-ET-R, in its QA capacity, requires that the
independent technical reviewer's comments be separate from any production team comments.  A
copy of both the comments and their resolution will be attached to the QCP. Supervisory
personnel may perform independent technical reviews.  Developmental plans and training plans of
technical reviewers will be reviewed during Quality Management Audits and other staff visits.

(4)  Dispute Resolution.  The District Chief of Real Estate shall facilitate resolution of
disagreements between producers, independent technical reviewers, and subordinate supervisors
within the Real Estate Division.  If this interaction does not resolve the issue, the District Chief of
Real Estate will make the final decision.  The District Chief of Real Estate may consult with the
CELRD Directorate of Real Estate.

(5)  Products Developed by Contractors.  We will perform quality control on Real Estate
products developed by contractors for title evidence and appraisals as if we had produced the
product.  QC will be the responsibility of the contractor for other contract services as is
appropriate.
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(6)  Final Documentation and QC Certification.  Real Estate quality control processes
must be fully documented.  Significant comments, issues, and decisions must be recorded to
ensure a clear audit trail.  Documentation of Real Estate technical review activity and other
quality control processes prescribed in the District's Quality Control Plan for specific Civil Works
studies or products shall be included with studies or products submitted to CELRD. 

(7)  Updating of Quality Control Plans.  Real Estate quality control plans shall be updated
whenever significant changes to any element of a plan occur. 

(8)  Use of Checklists.  Checklists may be used to guide the Real Estate technical review
and ensure that critical items are not overlooked.  Checklists may also be used to simplify the
documentation of the review.  The use of checklists in the documentation does not, however,
eliminate the requirement to document specific comments or decisions

7.  Division Quality Assurance Responsibilities.

a.  Responsibilities.  The Real Estate Directorate at CELRD-ET-R shall be responsible for
conducting quality assurance activities to ensure district compliance with this plan and for
recommending changes in District Real Estate Divisions’ quality management processes.  Refer to
the Division QMP and Real Estate Appendix for further detail.

8.  Lessons Learned Process.   Significant issues, problems, efficiencies, or inefficiencies
encountered in the production or use of a product present substantial opportunities to learn form
experience.  Each Branch in Real Estate Division will adopt its own lessons learned process.  The
foundation of each branch’s process will be dissemination of lessons learned to all that could
benefit from the information.  Methods of dissemination could include Branch meetings, E-mail,
MFR’s, contacts with other Real Estate Divisions/Directorates, etc.

9.  Quality Indicators.  Quality indicators will be used to monitor the quality process within Real
Estate Division.  Most Real Estate actions require long term monitoring.  In some cases quality
indicators cannot be practically applied.  Quality indicators should identify both high quality
products as well as poor quality ones.  The following is a list of major products and their
proposed quality indicators:

a.  Real Estate Planning Documents (Civil).  The number and nature of Division and HQ
comments will serve as a first line quality indicator.  In the longer term, problems during
implementation should be analyzed to see if initial plans were flawed or incomplete.

b.  Appraisals and Appraisal Reviews.  In the short term, comments from the users (planners
and negotiators) and any outside review can be looked to as quality indicators.  The negotiation
process can also be used.
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c.  Attorney’s Final Title Opinions.  The number and nature of encumbrances and defects
discovered at this stage is a major indicator of the quality of the offer acceptance, closing and title
curative (evidence) reviews.  The number of assemblies where corrections are required by
Division or DOJ is an important indicator of problems, if any, in a District's QC process.

d.  Attorney’s Opinions of Compensability (AOC). An AOC that is complete and accurate will
guide negotiations and also establish parameters to be used at the crediting stage of a project. 
Revisions necessary due to misjudgment (not new information not available at the time of AOC
preparation) and correct execution of relocation agreements indicate the quality of the AOC.

e.  Deeds and Closing Documentation.   The number and nature of encumbrances and defects
discovered at this stage is a major indicator of the quality of the offer acceptance, closing and title
curative (evidence) reviews.  This is so because if the deed was properly prepared and executed
there should be no encumbrances or defects discovered at this stage.

f.  Offers to sell Real Property/Easements.   The number and nature of encumbrances and
defects discovered at this stage is a major indicator of the quality of the offer acceptance, and title
curative (evidence) reviews.  This too, is so because there should be no newly discovered pre-
existing encumbrances or defects.

g.  Negotiator’s Reports.   Negotiator report review can be used to monitor the effectiveness
and robustness of the negotiations.  Whether actual, practical, realistic negotiations are actually
occurring can be monitored as part of the QC process.

h.  Relocation Agreements.  Relocation Agreements that produce the relocation of the utility
or facility, meet project schedules, yield real estate exchanges that fulfill just compensation
requirements, and are prepared and executed in accordance with the law and regulations, indicate
the quality of the agreement.

i.  Title Evidence.  Due to the fact that title evidence is normally in the form of insured
policies, technical review occurs both in Real Estate and at the title company.  Special care must
be exercised to ensure that all exceptions are acceptable under the federal title standards.  Title
evidence should not be received for payment until reviewed and found acceptable.

j.  Condemnation Assemblies.  These assemblies are subject to robust review at District,
Division, Headquarters, Department of Justice, and Assistant United States Attorneys offices. 
The number of assemblies where corrections are required prior to the filing is a leading indicator
of problems, if any, in a District’s QC process.

k.  Encroachments.  The quality indicator for encroachment resolution program shall be the
continued reduction in number of new encroachments reported annually, as well as the continued
ability to achieve the annual scheduled resolutions.
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l.  Quitclaim Disposal Deeds.  The number of errors and degree of errors noted in the draft
deed preparation during its review process shall serve as the quality indicator for this work
product.

m.  Compliance Inspections.  The quality indicator for compliance inspections shall be the rate
of success in correcting noted non-compliance during follow-up compliance inspections.

n.  Outgrants.  The number of errors and degree of error noted during each phase of the
review process shall serve to be the quality indicator for outgrants.  In addition, justifiable
complaints from the proposed grantee shall be considered in determining if sufficient quality
controls are in place.

o.  Disposals.  The number of errors and degree of error noted during each phase of the
review process shall serve as the quality indicator for disposal products.

p.  Legal Descriptions.  Users of the product must be looked to for quality indicators. 
Opportunities come when LRD reviews condemnation assemblies and the associated legal
descriptions.  Also, outside review of descriptions by organizations or individual with expertise
can be used to analyze whether quality problems exist.  Unfortunately quality problems in legal
descriptions may not reveal themselves for many years making the data less useful.

q.  Real Estate Project Maps.   Again, users of the product must be looked to for quality
indicators.  Opportunities come when LRD reviews condemnation assemblies and the associated
maps.  Also, outside review of descriptions by organizations or individual with expertise can be
used to analyze whether quality problems exist.  Unfortunately quality problems in mapping may
also not reveal themselves for many years making the data less useful.

1 Addendum
E-1  -  Quality Control Plan Checklists *
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ADDENDUM E-1

Quality Control Plan Checklists



Dated 16 July 1996

HUNTINGTON DISTRICT
REAL ESTATE

QUALITY CONTROL PLAN FOR:

APPRAISALS AND APPRAISAL REVIEWS
__________________________________________________________________________________
_______________________________________                ___________________________________

In the preparation of appraisal reports, the contractor or staff appraiser shall follow current
professional appraisal practices, giving consideration to three approaches to value, namely , the Cost,
Income Capitalization, and Sales Comparison Approaches, unless otherwise specified in the scope of
work.  The Uniform Appraisal Standards for Federal Land Acquisitions and Uniform Standards of
Professional Appraisal Practices ordinarily apply in most appraisal assignments.   Should certain
approaches or requirements not be applicable to the assignment, they should be identified and a brief
explanation provided for their omission.  If the report has a departure provision, making it a limited
scope appraisal or a summary appraisal report this needs to be specified.  Jurisdictional Exception is also
a method by which and appraisal report is something less than complete and must be set forth early in
the document that the document is limited by this feature.

The purpose of this control feature is to provide the staff and/or the contract appraiser
guidelines together with a checklist to compare to his appraisal report.  This in no way limits other
information that may be requested by others who will  use the document.  This plan will be placed in the
appraisal file and maybe viewed by the Division Appraiser on staff visits/command inspection. 

IDENTIFICATION OF PROPERTY BEING APPRAISED

Project:  _______________________________________________________________
Tract Number:  ______________________
Name of Contract/Staff Appraiser ___________________________________________
Type of Appraisal: Narrative:  ____  Form:  ____ Brief:  ____ Gross: ____ Rental:____
Estate/s Appraised: _______________________________________________________
Purpose of Appraisal: Acquisition:  _____  Disposal:  _____ In lease:______

            Government Quarters:  ____ Others (Identify)_______________
Effective Date of Appraisal: ___\___\___   Date of Report: ___\___\___
Name of Reviewer: ________________________________
Date of Review: ___\___\___

Indicated Values:

Land Only:_____________ Cost Approach:______________
Market Approach:_____________ Income Approach:___________

DOCUMENTATION PREPARATION PHASE :

Have the Uniform Standards for Federal Land Acquisition, 1992 (Yellow Book), for preparing an
appraisal report as presented on pages 63 through 83 been adhered to in doing this appraisal?  
Yes: ______,   No: ______, if no why not?

Standard 1 - USPAP Standard 2 - USPAP



______Complete ______Limited _____Self  Contained _____Summary
______Departure (exception explained) _____Restricted _____Departure

(exception explained)

INTRODUCTION

     Indicate either yes/no/na for each element included in this appraisal.

     Appraiser   Reviewer
____ ____ Title page?
____    ____ Table of contents?
____ ____ Letter of transmittal?
____ ____ Appraiser’s Certification, signature and date?
____    ____ Summary of salient facts and conclusions?

FACTUAL DATA

____ ____ Statement of Assumptions and Limiting Conditions?
____    ____ Area, city, neighborhood data?
____    ____ Legal description, included?
____ ____ Property description, condition and adaptable use?
____ ____ Insurance and tax load, plans, photos and maps
____ ____ Purpose of the Appraisal, reason for the appraisal?
____ ____ Scope of the Appraisal?
____ ____ HTRW checklist and any problems encountered?

ANALYSIS OF HIGHEST AND BEST USE?

____    ____ Land as though vacant?
____ ____ Property as improved? If applicable.

DATA ANALYSIS AND VALUE CONCLUSIONS

LAND VALUE ESTIMATE

____ ____ confirm each comparable sales ( at least one, grantor, grantee or broker)
____    ____ date and condition of each sale?
____    ____ each sale adjusted to current market?
____ ____ adjust each sale  to differences with subject property ?
____ ____ arrive at a logical conclusion for land value?



VALUE ESTIMATE BY THE COST APPROACH

____ ____ replacement or reproduction cost estimates (state sourc e)?
has depreciation from all cause - physical, functional, economic, or ____ ____

____ ____ environmental been considered?
what method of estimating depreciation?
Abstraction____
Breakdown____

____ ____ land value added ?- Yes____ No ____
____ ____ value indicated by this approach?

VALUE ESTIMATE BY THE SALES COMPARISON (MARKET) 
APPROACH

____ ____ is the subject property a recent sale/rental? (3 to 5 years)
____ ____ has each comparable sale/rental been confirmed?
____ ____ is a comparable sale/rental adjustment chart, grid included?
____ ____ are there photographs of each sale/rental?
____ ____ have the financial terms of each sale/rental been analyzed?
____ ____ comparable sales map?
____ ____ are the comparable sales/rentals presented in complete form?
____ ____ value indicated by this approach?

 
VALUE ESTIMATE BY THE INCOME CAPITALIZATION 
APPROACH

____ ____ gross economic or market rent comparison?
____ ____ allowance for vacancy and credit loss?
____ ____ an itemized estimate of total expenses?
____ ____ an itemized estimate of the reserves for replacements?
____ ____ has the capitalization rate selected been justified?
____ ____ value indicated by this approach?

.

CORRELATION AND FINAL VALUE ESTIMATE

____ ____ is there complete reasoning for the approach settled upon?
____ ____ is the final estimate of value based upon a single amount?
____ ____    have all the contributory values been added, ie. timber, minerals,     

            e quipment, etc.

EXHIBITS AND ADDENDA

____    ____ Is there a location map identifying the subject property complete with a 
            north arrow?

____ ____ Are there adequate comparable sales maps reflecting each sale with 
                        relationship to the subject?
____ ____ Is there comparable sales information sheets including photographs of 

            each comparable sale?



____ ____ Is there a plot plan showing pertinent details of the subject property 
            includin g frontages, dimensions and significant on-site improvements, and 
            easements?  Is a north arrow shown on the plot plan?  Yes___ No___

____    ____ Is there a floor plan included? If applicable.
____ ____ Is there a title evidence report included, if available?
____ ____ Are the qualifications of the appraiser included in the addenda?

Appraiser Signature:_________________________________   Date: ___/___/___

Review Appraiser’s Signature: ___________________________Date ___/___/___

This document may be used by both the real estate appraiser of the property and by the review
appraiser who writes the review either approving or recommending appraisal for approval.  In addition to the
checklist above, a reviewer must also provide a narrative review setting forth his conclusions  following the
guidelines found in both ER 405-1-12 Chapter 4 and those found in both USPAP Section 3 and the UASFLA of
1992.



Dated 16 July 1996
HUNTINGTON DISTRICT

REAL ESTATE
QUALITY CONTROL PLAN FOR:

ATTORNEY’S OPINIONS OF COMPENSABILITY

_____________________________________________________________________________________
_______________________________________________________________________

The following procedures and actions will be accomplished for all Real Estate attorney’s
opinions of compensability processed or completed in this district:

A. ATTORNEY’S OPINION OF COMPENSABILITY.

1. All aspects/sections of the attorneys opinion of compensability have been 
completed and a determination of compensability has been made in accordance 
with applicable state and federal laws.

Name______________________________ Date _______

2. With respect to attorney’s opinions of compensability prepared by non-federal 
sponsors a district staff attorney has reviewed the sponsor’s opinion to assure its 
completeness and that its determinations and conclusions are well reasoned, logical and in 
accordance with applicable law and regulations.

Name ______________________________ Date _______
Non-applicable (opinion prepared by district) [   ]

B. DOCUMENT  PREPARATION  PHASE: (To be used to check opinions prepared by the
district and non-federal sponsors).

1. The opinion sets forth the name of attorney preparing the opinion and state in
which he/she is licensed to practice law.

2. The opinion sets forth the scope of the investigation and sources used to reach the   
findings and conclusions contained in the opinion.

3. The opinion sets forth that the facility/utility serves a public use.

4. The opinion contains a discussion of the necessity for continued service of the
facility/utility.

5. The opinion contains a certification of whether the facility/utility is owned by the
company/governmental entity.

6 The opinion sets forth a legal determination of whether the facility/utility owner 
has a compensable interest in real estate and contains discussion of the 
conclusions.

 7. The opinion sets forth an opinion of the Government’s/sponsor’s legal obligation 
to relocate eligible facilities.

 8. The opinion states the requirements/authority of the facility/utility owner to sign a 



relocation contract.

9. The opinion states that the opinion is subject to title evidence, in accordance with 
applicable regulations, prior to acquisition of  real estate interests.

10. The opinion contains exhibits indicating the location of the facility/utility and 
indicating land occupied by the facility in which the owner has a 
compensable/non-compensable interests.

11. The opinion is signed by the attorney preparing the opinion.
Name______________________________ Date  _______

C. COORDINATION  AND  TECHNICAL  CHECK:

1. A technical and legal review of the opinion was performed by: 
___________________________________on_____________.
 Name______________________________ Date  _______

2. Completion of the opinion and conclusions was coordinated with the following:
Engineering [   ]Name____________________________Date________,
RE Team Leader[   ]Name_________________________Date________,
Project Management [   ]Name______________________Date________, 

Others: _________________________________________________________.

Name______________________________ Date  _______

3. Coordination was completed with all other customers or partners as follows 
(specify party coordinated with if not previously listed in Items Nos. 2 & 3 
above)_____________________________________________.

Name ______________________________ Date  _______

D. COMPLETION  OF  ACTION:

1. The opinion was completed, executed, and a copy provided to:
the project manager [   ], Engineering Division [   ], the non-federal sponsor and 

others as follows:__________________________________________________.
Name ______________________________ Date  _______

2. All required attorney opinion information was entered in REMIS on: __________.
Name ______________________________ Date  _______

5. If any of the issues addressed in this Quality Control Plan indicate deficiencies, 
these deficiencies were resolved [   ]/ will be resolved [   ] by: __________(date).

6. This product/action could be enhanced by initiating the following procedures:
_______________________________________________________________.

E. CERTIFICATION  OF  DOCUMENT:



I  reviewed this attorney’s opinion of compensability,, with accompanying documentation,
and I certify all quality control actions were completed:

______________________________
(Name)
______________________________
(Title)
______________________________
(Date)

NOTE: This checklist will be attached to the district file copy of attorney’s opinion of compensability and will
remain a permanent part of  that record..
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August 7, 1996

HUNTINGTON DISTRICT
REAL ESTATE DIVISION

QUALITY CONTROL PLAN

CONDEMNATION ASSEMBLIES
__________________________________________________________
__________________________________________________________

The following procedures and actions will be accomplished for condemnation assemblies
 processed or completed in this district.  This quality control plan is drafted for use in preparation
of declaration of taking assemblies.  It may also be used for complaint assemblies considering the
differences in the regulatory requirements for submission of a complaint assembly.

A. REVIEW OF TRACT FILE

1. The file contains a completed quality control plan for title evidence.   

2. The file contains a completed quality control plan for negotiator’s report.

3. The file contains, if applicable to this assembly, a completed quality control plan 
for Offers to Sell Real Property/Easements.

4.      The file contains a completed quality control plan for Real Estate Project Maps.

5. The file contains a completed quality control plan for legal descriptions.

Review of Tract File Certification : I have reviewed the tract file for Tract No(s) and
have determined that the quality control plans referenced in Paragraph A. 1-5 are completed.

Name______________________________ Date _______

B. Review of Legal Descriptions and Maps Prepared For Condemnation.

1. The legal descriptions and maps are verified as accurate and the required copies of
each are supplied.

2. The source of title in the legal description matches that contained in the title 
evidence .

3. The purported owner(s) named in the legal description match the purported 
owner(s) shown in the title evidence, maps, appraisals and negotiators repor t.
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4. The maps prepared for the condemnation assembly indicate the tract(s) to be 
condemned outlined in red and are identified in red on the tract register.

5. The tract(s) to be condemned are within limits of approved taking lines.

6. The legal description and map are properly identified as Schedule A, B, or C 
depending on the jurisdiction in which the case will be filed.

Review of Legal Descriptions and Maps Prepared for Condemnation

Certification:  I have reviewed the legal description and maps prepared for condemnation and
have determined that they comply with paragraphs B. 1-6.

Name______________________________ Date _______

C. PREPARATION OF DECLARATION OF TAKING 

1. Old Format:   _____Applicable _____Non-Applicable.
{Old format declaration of taking, Figure 5-5 f-h, ER 405-1-12}
{If new format is to be used go to para. C.2.}

a. Style of Case is correct with respect to the Court and the acreage, 
county, state and name of defendant is correct and compar ed for accuracy 
with Schedule containing the legal description.

b. Paragraph 1(a) cites the correct authorization for the type of project and as 
well as the project authorization and the appropriations for the taking.

c. Paragraph 1(b) correctly describes the public use for which the taking is 
necessary and the name of the project.

d. Paragraph 2 references Schedule "A" for the description of the land taken.

e. Paragraph 3 sets forth:

1.  An estate(s) that satisfies the real estate requirement for the purposes 
for which the land is taken.

2.  An approved estate or an estate for which approval is requested by this 
condemnation.

f. Paragraph 4 references Schedule "B" for the plan(s) [map(s)]showing the 
land taken.

g. Paragraph 5 references Schedule "A" for the amount of the deposit of the 
estimated just compensation
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h. Declaration of Taking is properly formatted for the signature of the 
Secretary of Army, Secretary of Air Force or other Department h ead as 
appropriate.

i. Schedule "A": the tract(s) legal description, names of  purported owners 
and additional parties and their addresses and sets forth the estimated just 
compensation.

1. Names must agree with those in the title evidence, source of title 
and style of case.

2. Estimated just compensation agrees with appraised amount or the 
amount of the accepted offer to sell.

j. Schedule "B": the plan [map] showing the tract(s) to be condemned

2. New Format _____Applicable _____Non-applicable
{New Format declaration of taking, figure 5-5 l-o, ER 405-1-12}
{If the new format is not applicable disregard para. a-j below}.

a. Style of Case is correct with respect to the Court and the acreage, county, 
state and name of defendant is correct and compared for accuracy with 
Schedule containing the legal description and map.

b. Paragraph 1 references Schedule "A" for the authority for the taking.

c. Paragraph 2 references Schedule "A" for the purposes for the takin g.

d. Paragraph 3 references Schedule "B" for the description of the land being 
taken.

e. Paragraph 4 references Schedule "C" for a plan [map] of the land being 
taken.

f. Paragraph 5 sets forth the acreage and  estimated just compensation for the
land being taken.

g. Declaration of Taking is properly formatted for the signature of the 
Secretary of the Army, Secretary of Air Force, other Department head as 
appropriate.

h. Schedule "A" sets forth the authority for the taking, the appropria tion and 
public uses, and project name in the format provided in figure 5-5n.

i. Schedule "B" sets forth the description, Names and addresses of owners 
and additional parties, the estimated just compensation and estate(s) of the 
land being taken in the format provided in figure 5-5o.
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1.  Names agree with the title evidence, source of title and style of case.

2.  Estimated just compensation agrees with appraised amount or the 
amount of the accepted offer to sell.

3.  Estate:

a.   Satisfies the real estate requirement for the purposes for which 
      the land is taken.

b.   Is an approved estate or an estate for which approval is             
      requested by this condemnation.

j. Schedule "C" contains a plan [map] of the land being taken.

Declaration of Taking Certification:   I have reviewed the declaration of taking prepared for
condemnation of Tract No(s)____, ______________________ Project and have determined that
the declaration of  taking is prepared in the proper format for the jurisdiction in which it is to be
filed and that it is in compliance with the applicable subparagraphs to paragraph C.

 Name______________________________ Date _______

D. LETTER OF TRANSMITTAL

1. Letter of transmittal from the District through the Division to
CERE-AC submitted in duplicate recommending condemnation of
the lands included in the assembly.

2. Discloses the tracts and project covered in this condemnation assembly.

3. Describes whether the necessity for the con demnation is price or title and if for 
reasons of title includes a separately prepared title analysis or opinion of title in 
quadruplicate.

4. Discloses the date of the real estate directive or other decision document 
approving the acquisition of the land to be condemned; a statement that the 
land is within the approved project boundary line, and the date of approval of 
the boundary line.

5. Describes the estate(s) to be taken by this condemnation, referencing a standard 
estate described in ER 405-1-12 or disclosing the correspondence approving a 
non-standard estate or if unapproved recommending approval with justification 
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for a non-standard estate.

6. Contains a statement regarding whether there are growing crops or 
merchantable timber on the land and included in the amount of the 
recommended deposit.

7. Discloses whether the land will cause the displacement of any persons, 
businesses or farm operations and if tenant occupied discuss provisions made 
for tenant occupancy, if any.

8. Addresses the date the letter of notification containing the required 90-day notice 
to the landowner, or if not required, an explanation as to why not.

9. Addresses the date possession the land is required (assuring that it does not fall on
a Sunday or holiday) and provides justification if immediate possession is 
required.

10. Addresses Congressional inquiries regarding acquisition of the land.

11. Encloses in duplicate accepted offers to sell and assures:

a. The recommended deposit is in the  amount of the accepted offer.

b. The estate in the offer agrees with the recommended estate.

c. The names of the owners executing the offer match the names of the 
owners set forth in the condemnation.

12. Discloses the date and amount of each appraisal made on the land; the date of 
the last review thereof;  and if not approved the reason therefore.

a. The date of the last appraisal or update must be within approximately 60 
days of the submittal for condemnation.

b. Enclose appraisal copies :

1. 1 copy for value between $50,000 and $100,000.

2. 2 copies for values in excess of $100,000.

c. 1 copy if the counteroffer is $50,000 or more.

13. Contains a statement that all landowners, whose addresses are known have been 
notified in writing that condemnation is recommended and the reason therefore; a 
statement that the information furnished to the owners included the name and 
address of the U.S. Attorney who will advise and assist them in applying for 
withdrawal of deposited fu nds; and the date possession of the land is required.

14. Contains a statement that the provisions of NEPA and NHPA have been 
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complied with.

15. Contains a statement that all title evidence, appraisals and other papers necessary 
to process the condemnation will be furnished the U. S. Attorney in the 
jurisdiction where the case is to be filed.

16.  Contains a statement regarding the availability of funds and the recommended 
deposit.

17. Other required information:

a. For the first case in a particular project the letter must disclose:

1. When the initial land acquisition for the project took place.

2. Total project acreage and estimated project costs.

3. If available, two copies of the project brochure.

4. Whether or not the EIS has been filed, and, if not, when it is
expected to be filed.

b. For assemblies involving other than civil works projects, a statement as to 
whether all of the land authorized by the real estate directive is 
included in the assembly and add ressing any variances in the acreage.

c. For military projects, a statement of expected local resistance to 
acquisition by condemnation, and the efforts which have been made to 
adjust requirements to the local situation.

d. Air Force condemnations: Additional information required by para. 5-28f.

18. Enclosures to the letter of transmittal:

a. 8 copies Declaration of Taking with applicable Schedules.
b. 3 copies Negotiator’s Report (Parts I and II).
c. 2 copies Offer to Sell, if applicable .
d. 4 copies Attorney’s Opinion of Title, if applicable.
e. 2 copies of Appraisals, if applicable.
f. When applicable, additional enclosures required for Air Force 

condemnations

Review of Letter of Transmittal Certification.   I have reviewed the letter of transmittal
recommending condemnation for Tracts______, __________________Project and have
determined that it is in compliance with paragraphs D. 1-   .    
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Name _____________________________ Date _______    

E. TECHNICAL  CHECK AND CERTIFICATION :

1. A technical review of the condemnation assembly was performed by: 
___________________________________on_____________.

 Name______________________________ Date  _______

2. All required condemnation assembly information was entered in REMIS on: 
__________.

Name ______________________________ Date  _______

3. If any of the issues addressed in this Quality Control Plan indicate deficiencies, 
these deficiencies were resolved [   ]/ will be resolved [   ] by: 
__________(date).

F. CERTIFICATION  OF  DOCUMENT:

I  reviewed this, condemnation assembly  with accompanying documentation, and I certify
all quality control actions were completed:

______________________________
(Name)
______________________________
(Title)
______________________________
(Date)
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NOTE: This quality control plan will be attached to the district file copy of condemnation assembly and will
remain a permanent part of that record.  A copy of the completed plan will be forwarded to CEORD-ET-R with the
submission of the condemnation assembly.



Dated 16 July 1996

HUNTINGTON DISTRICT
REAL ESTATE

QUALITY CONTROL CHECKLIST FOR

DEEDS & CLOSING DOCUMENTATION

                                                                                                                                                        
                                                                                                                                                        

The following procedures and actions will be accomplished for the acquisition of real estate
and interests therein by the United States in this District:

A. REVIEW OF TRACT FILE
    

Review the tract file to become familiar with all aspects of the acquisition.
Attorney's Initials______  Date______              

               
B. REVIEW OF TITLE EVIDENCE

1. IAW the "Standards for the Preparation of Title Evidence   in Land Acquisitions by
the United States" (the "Standards") and Chapter 5 of ER 405-1-12, determine if any
special conditions or requirements exist.    
Attorney's Initials______  Date______              

2. Determine what exceptions need to be eliminated.
Attorney's Initials______  Date______              

3. Prepare any necessary documents (affidavits, etc.) needed to cure defects.  Check
documents prepared previously to cure defects.
Attorney's Initials______  Date______              

  
C. PREPARATION OF DEED

Prepare deed IAW the "Standards".
Attorney's Initials______  Date______              

D. ARRANGE FOR PAYMENT OF TAXES AND ASSESSMENTS

1. Determine what taxes are due and payable and make arrangements for payment.
Attorney's Initials______  Date______              

2. Arrange for tax deposit to ensure payment of taxes which are a lien but are not yet
due and payable.
Attorney's Initials______  Date______              

3. Prepare ENG Form 894, "Notice to Tax Official".  (Optional)            
Attorney's Initials______  Date______              



E. PREPARE ENG FORM 3536, "STATEMENT CONCERNING
OUTSTANDING ENCUMBRANCES"

Can be used in certain easement acquisitions to waive encumbrances, as well as taxes
which are a lien but which are not due and payable.
Attorney's Initials______  Date______              

F. PREPARE ENG FORM 1566, "PAYMENT AND CLOSING SHEET"
              

Attorney's Initials______  Date______              

G. PREPARE ENG FORM 1290, "DISCLAIMER"

Used in cases where a person other than the vendor is occupying the land.  Not
necessary if previously disclaimed.
Attorney's Initials______  Date______              

H. SCHEDULE THE CLOSING

1. After receipt of land payment check and after all closing documents have been
prepared, coordinate with landowner to arrange for the closing.
Attorney's Initials______  Date______              

2. Obtain the landowner's TIN.  One method for doing this is to use IRS Form W-9,
"Request for Taxpayer Identification Number."  The TIN is required by the
Treasury Regional Disbursing Center in Chicago before it will issue a check.  Prepare
IRS Form 1099-S, "Proceeds from Real Estate Transactions," if required.

                         (Note:  This form is not required, for example, if the transfer is less than $600 or       
                     where the transferrers are either corporations or units of government.)

               Attorney's Initials______  Date______              

3. Ascertain that landowner's Social Security Number is placed on the face of all
personal checks where the Government is the payee.
Attorney's Initials______  Date______              

4. The closing officer will satisfy himself that no change has occurred in the land
records from the date of the prior certification which will adversely affect the title. 
Attorney's Initials______  Date______              

I. INSPECT THE PROPERTY

Inspect the property and prepare ENG Form 798, "Certificate of Inspection and
Possession."
Attorney's Initials______  Date______              



J. ATTEND THE CLOSING

1. Attorney attends the closing if tract is not closed by mail. 
Attorney's Initials______  Date______              

2. The closing officer will satisfy himself that no change has occurred in the land
records from the prior certification which will adversely affect the title.
Attorney's Initials______  Date______              

3. Attorney delivers land payment check to landowner in exchange for properly
executed deed.
Attorney's Initials______  Date______              

4. Attorney records deed (pays recording fee) or leaves deed with title contractor to
record and return to District.
Attorney's Initials______  Date______              

K. ORDER TITLE POLICY

Upon receipt of recorded deed, an Owner's Title Policy is ordered showing title vested
in the United States and reflecting proper liability coverage.
Attorney's Initials______  Date______              

L. FILING OF IRS FORM 1099-S

Ascertain that, where applicable, copy of Form 1099-S, "Proceeds from Real Estate
Transactions" is filed with IRS by 28 February for acquisitions closed in the previous
calendar year.
Attorney's Initials______  Date______              

M. LEGAL AND TECHNICAL CHECK AND CERTIFICATION:

1. A legal and technical review and check  of the recorded deed and closing papers 
for the tract was performed by

Attorney's Initials______  Date______              

2. With respect to the deed the review disclosed:

a. The deed was properly, drafted, executed and recorded and the required 
estate was conveyed to the grantee.

Attorney's Initials______  Date______              

b. All closing paper were properly completed in accordance with applicable 
regulations.

Attorney's Initials______  Date______              

c. Paragraphs a. and/or b. above cannot be answered in the affirmative and 



corrective action was taken as follows:_______________________
________________________________________________________.
Attorney's Initials______  Date______              

3. All required information pertaining to the deed and closing was entered in REMIS 
on:  ________________________.

Attorney's Initials______  Date______              

N. CERTIFICATION OF DOCUMENT:
I reviewed this negotiator’s report, with accompanying documentation, and I certify all quality

control actions were completed:
Name:_______________________________
Title: _______________________________
Date:______________________________

Note: This quality control plan will be attached to the district file copy of the original deed and closing papers.



Dated 16 July 1996

     HUNTINGTON DISTRICT
REAL ESTATE

QUALITY CONTROL PLAN FOR

ATTORNEY'S FINAL TITLE OPINIONS
__________________________________________________________________
____________________________________________________

The following review will be accomplished as a review prior to the transmittal of attorney's final
title opinions:

*NOTES: *It is realized that several of the components of a final title assembly will have undergone
a previous quality check by the appropriate element: title evidence and offers are prime examples. 
However, those components form an integral part of the final title assembly. Since the final title evidence
insures the Government against risk of loss due to defective title, it is necessary that at least some portions
of these reviews be repeated, to ensure that the final title insures the Government against loss, and that
the Government does not have notice of an outstanding claim.

*This is a two step process, the first attorney doing the attorney final title opinion, and the second
doing the quality review of that process.  Unlike most processes, the steps in doing the review are exactly
the same as those in preparing the opinion, and all the steps for the opinion or the review are taken at the
same time instead of over a long period of time.

A. FORM

1.  The project name and tract number are correct and agree on all documents in the
assembly.

2. The opinion is in the form prescribed by Chapter 5 of ER 405-1-12 (Figure 5-3).

B. TITLE EVIDENCE

1. The title evidence is on a currently approved American Land Title Association
form and is signed by an authorized agent of an ALTA approved company.

2. The source deed cited by the title evidence, if any, is correct.

3. The title evidence insures th e correct grantee in an amount that is either that in the
deed to the grantee or consistent with the provisions of Chapter 5 of ER 405-1-12.

4. The effective date of the title evidence is no earlier than the date the deed was
recorded.

C. DEED

1. The deed is in proper form and is standard.  If it is nonstandard, approval was
obtained for the deviation.

2. All parties executed it, as their names are typed and as they appeared in the legal
description and title evidence.



3. If someone signed by auth ority for another (for a church, corporation, school
board, or as an attorney in fact), there is a citation to record--in the same recording
office where the deed is recorded--granting such authority.  In the alternative, a
copy of the appointing papers was attached to and recorded with the deed.  At a
minimum, the certificate of authority for the signer is in the tract file.  (Although
this is acceptable, it is the better practice to have the authority of record).

4. The deed is properly notarized, in c ompliance with law in the jurisdiction where
the land is located.

5. The notarizations do not pre-date the deed, nor are any of them after the date of
recordation

6. The deed contains the proper warranties for the estate acquired.  If the warranties
are other than general, approval to acquire at a lesser warranty was secured.

D. CONSIDERATION

The consideration is consistent in the deed, offer, and ENG Forms 1566, 798, and 3536.

E. ACREAGE

The acreage is consistent in the offer(s), deed(s), and ti tle evidence.

F. LEGAL DESCRIPTION.

1. The legal description is consistent in the offer(s), deed(s), and title evidence.

2. The derivation meets Corps standards and results in the proper parties who
conveyed to the Government or local sponsor.

G. ESTATE

1. The proper estate was acquired.

2. The estate is consistent in the offers, deeds, and title evidence.

3. If any outstanding interests are nonstandard, approval was secured to leave them
outstanding or they are being acquired separately.

4. There are no outstanding items remaining or first appearing on Schedule B which
the Grantee did not intend to take subject to (watch out particularly for judgments,
mortgages, newly executed leases)

H. TAXES

1. All payable taxes (current and delinquent) were paid at or prior to closing.



2. A deposit was taken to secure payment of any taxes which were a lien but not yet
due or payable at time of closing.  The title evidence and ENG Form 1566 are
consistent as to the years(s), amount(s) (if specified), and how provision was
made to secure payment of these liens.

3. If an ENG Form 3536 was used to waive either or both required provisions for
taxes, it is properly executed and appropriately used.

I. INSPECTION

1. A ENG Form 798 inspection form is properly filled out and dated the day of
recording of the deed.

2. It shows no improper outstanding interests.

J. MISCELLANEOUS

1. There are no unusual situations or circumstances that should be explained in the
opinion.  If there are, they are explained fully.

K. CERTIFICATION OF ATTORNEY PREPARING OPINION
(AUTHENTICATION OF QC REVIEW)

I am an attorney authorized to prepare final title opinions.  I have prepared this final title
opinion, reviewing the final title assembly and supporting documentation, and certify that it is in
compliance with all quality control standards above listed.

 __________________________________
(NAME)

_______________________________________
(Title)

_______________________________________
(Date)

L. AUTHENTICATION OF QC REVIEW

I am an attorney authorized to prepare final title opinions.  I have reviewed this attorney's
final title opinion, with supporting documentation, and I certify that all quality control actions
were completed.

_______________________________________
(NAME)



_______________________________________
(Title)

_______________________________________
(Date)

NOTE: This checklist will be attached to the district file copy of the offer to sell and will
remain a permanent part of the tract file.



Date d 16 July 19 9 6
HUNTINGTON DISTRICT

REAL ESTATE
QUALITY CONTROL PLAN FOR:

NEGOTIATOR’S REPORT
__________________________________________________________
__________________________________________________________

The following procedu res and actions will be accomplished for  negotiator’s reports 
processed or completed in this district:

A. OWNERSHIP DATA.  
1. Information regarding the tract number, ownership, area, approved appraised 
value and initial offer accurately completed with the most recent data.

Name____________________________ Date _____________

B. RESUME OF NEGOTIATIONS (To be used to check reports prepared by the
district and non-federal sponsors). 

1. The report contains a brief description of the proper ty and improvements; the 
estate required including the government’s opinion of highest and best use and the 
landowners if it differs.

2. The report indicates a written summary of valuation was delivered to the owner, 
prior to negotiations, describing the government’s requirement for the property; 
containing an initial purchase offer in an amount not less than the appraised value 
and including such additional information as required by applicable regulations..

3. The resume indicates the negoti ator explained to the landowner the reason the 
land is required; the amount of land required; the estate to be acquired; and the 
landowner was provided with a brochure explaining 91-646 benefits and was 
informed that these benefits may be available.

4. The report indicates that the government’s title evidence and terms and 
conditions of the offer to sell were discussed with the landowner.

 5. The report indicates that the appraisal process, method of appraisal and various 
elements of value w ere discussed with the landowner.

6. The resume of negotiations indicates in chronological order the date and place of 
each negotiation in clear, concise, accurate, persuasive, manner that reflects 
actual,  practical, realistic negotiations pointing out problem areas and indicating 
the answers to issues and questions raised by the landowner.

7. The resume indicates a current contact with the owner reasonably close to the date
of submittal of the report.



8. The resume of negotiations indicates  that the appraised value was offered and 
reports all counteroffers of the landowner and all figures suggested/recommended 
by the negotiator.

9. The resume indicates, when applicable, that any remaining property of the owner  
enjoys access and is an economic unit, or if it is an uneconomic remainder, that       
the government has offered to acquire the remainder.

10. If an offer was obtained but condemnation is being recommended (due to title 
deficiencies, inability to locate an owner, an ow ner's refusal to close or the 
Government's having reached price agreement with some but not all owners), 
the resume indicates that no separate representations were made in order to 
obtain the offer, or those representations are explained.  The negotiator's 
phone number is also included.

  11. If during negotiations condemnation is discussed with the owner, the resume 
indicates that the landowner was informed that the recommendation for             
condemnation was made not in the sense of a threat but in an effort to secure                    

      an impartial determination of value (or ownership or both, as warranted) 
and in order to make funds more immediately available to the landowner. 

12. If condemnation is recommended the resume indicates that the landowner 
was informed as follows:

a. That the landowner was advised in writing of the recommendation for 
condemnation, the reasons therefor, the name and address of the United  
States Attorney expected to handle the ma tter, and the anticipated time of 
filing along with whether or not possession will be allowed to a later date, if 
applicable.

b. That the deposit will be in an amount not less than the approved 
appraised value, or if an offer was obtained, not less than the optioned amount.

c.   When no offer is obtained that all offers and counteroffers were 
made without prejudice.

d. That the deposit can be withdrawn at the discretion of the Court.

Name____________________________ Date _____________

C. RECOMMENDATION OF ACCEPTANCE/REJECTION:
  

1. All aspects/sections of the negotiator’s report have been completed and a 
recommendation of acceptance of an offer to sell or condemnation was made and 
and either accepted or rejected by the district chief of real estate.

Name____________________________ Date _____________

2. The undersigned certifies that if the recommendation is to accept an offer to sell 
that the purchase price is within the district’s delegated authority, or if not within  
delegated authority approval was obtained  higher authority.

Name______________________________ Date _______



D. TECHNICAL  CHECK AND CERTIFICATION :

1. A technical review of the report was performed by: 
           Name______________________________ Date _______

2. With respect to B. Resume of Negotiations, if information required was not 
supplied in the resume for reasons such as unknown owner; whereabouts of owner 
unknown; or refusal of the owner to negotiate, the resume contains a full  
explanation of the circumstances and extent of the negotiator’s efforts.
 Name______________________________ Date _______

3. With respect to negotiator’s reports  prepared by non-federal 
sponsors, the  district staff  has reviewed the sponsor’s negotiator’s report 
to assure its completeness and that its recommendations of acceptance or 
an offer to sell or condemnation are sound; based on actual, practical and 
realistic negotiations; and in accordance with Public Law 91-646.

Name ______________________________ Date _______
Non-applicable ( report prepared by district) [   ]

4. All required negotiator’s report information was entered in REMIS on: 
__________.

Name ______________________________ Date _______

5. If any of the issues addressed in this Quality Control Plan indicate deficiencies, 
these deficiencies were resolved [   ]/ will be resolved [   ] by: __________(date).

E. CERTIFICATION  OF  DOCUMENT

I  reviewed this negotiator’s report, with accompanying document ation, and I certify all 
quality control actions were completed:

______________________________
(Name)

______________________________
(Title)

______________________________
(Date)

NOTE: This checklist will be attached to the district file copy of negotiator’s report and
will remain a permanent part of  that record..
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Dated 16 July 1996
HUNTINGTON DISTRICT

REAL ESTATE
QUALITY CONTROL PLAN

OFFERS TO SELL REAL PROPERTY/EASEMENTS

                                                                                                                                    
                                                                                                                                    

PROJECT                                                           TRACT NOS.                                                      

SECTION I. - DOCUMENT PREPARATION PHASE

   A.  FORM - The project name and tract number are correct and agree on all documents.
Name____________________________ Date _____________

  
   B.  ESTATE TO BE ACQUIRED - The estate to be acquired is a standard estate found in
Chapter 5, ER 405-1-12.  If it is not a standard estate, it has been approved by higher
headquarters.

Name____________________________ Date _____________

   C.  TITLE EVIDENCE

       1.  The title evidence is on a form approved by the American Land Title Association.  If the
acquisition is in the name of the United States of America, the form is approved by the
Department of Justice for Government acquisitions.

       2.  The insurance company is a company approved by the American Land Title Association
and has the legal right to issue policies in the state where the land is located.

       3.  The title evidence correctly indicates that it is a commitment to insure, a certificate of
title, a preliminary policy or an intermediate endorsement.

       4.  The title evidence offers to insure the correct entity, that which will acquire the land, e.g.,
either the United States of America or a local sponsor.

       5.  The title evidence is signed by an authorized agent for the title company.

      6.  The title evidence offers to insure the fee simple, or in the alternative, such lesser estate as
it has been determined shall be acquired.

       7.  The title evidence includes the correct legal description, which matches the one in the
Offer to Sell, and is the most recent.

       8.  The derivation clause included in the legal description is legally sufficient in the
jurisdiction where the deed is to be recorded, and when followed by the reader, results in the
same parties as those who executed the offer.



       9.  Schedule B of the title evidence correctly states any taxes or assessments due or payable,
and indicates there are no delinquent taxes, even if no taxes are currently payable.

      10.  The title evidence includes no Schedule B exceptions not in the standard subject to
language in the offer, or not separately included in the interest left outstanding in third parties.  If
this is not the case, see G-4, infra.

Name____________________________ Date _____________

D.  APPRAISAL

       1.  The appraisal covers the same property as that in the offer, with the same acreage,
owner(s), and estate to be acquired.

       2.  The appraisal includes a review, and if more than six months old, an administrative
update.

       3.  The appraisal does not indicate the presence of unusual conditions affecting value which
were not taken into account by the appraiser:  suspected HTRW, access problems,
encroachments, etc.                                                                                                                         

       4.  The appraisal does not indicate occupancy by other not taken into account in the offer
assembly:  tenants, squatters, lessees, etc.

       5.  The appraised fair market value matches that listed in the negotiator's report.

       6.  If the appraisal lists a salvage value and the owners are reserving salvage, an appropriate
deduction from the agreed upon price has been made.

Name____________________________ Date _____________

E.  OFFER SUMMATION (VALUE) LETTER

       1.  The offer summation letter contains a legally correct definition of fair market value as
required by Public Law 91-646 and Chapter 5 of ER 405-1-12.

       2.  The offer summation letter adequately describes the property, the need for the land, the
estate to be acquired, and provides a 90 day notice to any potential displacees.

       3.  The offer summation letter offers to purchase the required interests for an amount not less
than the appraised value.

Name:  ____________________  Date:  __________



F.  NEGOTIATOR'S REPORT

       1.  The negotiator's report correctly includes the estate to be acquired, acreage, list of owners,
and the appraised value for the land interests.

       2.  The narrative of the negotiator's report evidences actual, practical, and realistic
negotiations, including a response to each counteroffer from an owner.

       3.  The negotiator's report indicates the owner was informed of the Government appraiser's
highest and best use for the land, includes a description of the improvements, if any, and whether
or not the owner reserved salvage, if applicable.

       4.  The recommended purchase price is within delegated authority, and the transaction does
not present any unique, novel or controversial aspects requiring a review by higher authority.

Name____________________________ Date _____________

G.  OFFER TO SELL

       1.  The offer includes the correct legal description and proposes to sell the appropriate estate
to the appropriate grantee, either the Government or a local sponsor.

       2.  Any exhibits attached are referenced in the offer and correctly designated.

       3.  There are no unauthorized changes, deletions, or additions to the standard offer.

       4.  Any interests left outstanding in third parties are those that appear in the title evidence,
and are left outstanding in accordance with authority.

       5.  Any interests reserved by the vendor are acceptable in light of construction schedules,
sponsor needs, etc.  If salvage and/or growing crops are reserved, the time frame for removal is
acceptable.

       6.  The consideration is the same as that listed in the negotiator's report and is within
delegated authority.  If it is not, approval has been obtained from higher authority.

       7.  The owners have executed the offer in the same names as those that appear in the title, or
have been "aka'd" appropriately.  Attorneys-in-fact or agents who execute the offer in the name
of a party either have their authority on record in the courthouse of deed recordation and such is
referenced in the legal description or in the alternative, the legally sufficient appointment paper is
attached to the Offer.

       8.  There are no outstanding potential marital interest under prevailing state law.  This is
evidence by the marital status of each party as it appears on the Offer.

       9.  If required by state law, the offer is witnessed appropriately.

      10.  The Offer includes an address to which acceptance is to be sent.

Name____________________________ Date _____________



H.  OCCUPANCY AGREEMENTS/DISCLAIMERS  -
 There is no indication whatever of any outstanding rights in the land not included or left
intentionally outstanding in the Offer to Sell.  In the alternative, a legally sufficient disclaimer of
interests/occupancy agreement has been obtained from each such person/entity holding such an
interest.  Such agreement includes a sufficient legal description of the property and a date by
which occupancy or use is to be ended.

Name____________________________ Date _____________

I.  HTRW INVESTIGATION - The required HTRW investigation has been accomplished
and clearance to obtain the tract has been issued by the relevant authority.

Name____________________________ Date _____________

J.  CHECK REQUEST

       1.  If required, separate check requests include tax information legally sufficient for IRS
requirements to show vendors' consent to the division of the consideration.

       2.  The check requests are for the appropriate amounts and the vendor's names.

SECTION II. - DOCUMENT REVIEW PHASE
     (NOTE:  It is realized that several of the components of an offer assembly will have
undergone a previous quality check by the appropriate element:  appraisals and negotiator's
reports are prime examples.  However, as those components form an integral part of the offer
assembly and the decision whether or not to accept an offer to sell binds the Government, it is
necessary that at least some portions of these reviews be repeated to ensure that the Government
is not bound to an unacceptable transaction.  Thus, in addition to the items listed below, the
person who conducts this document review phase may wish to review items listed above.)

   A.  REVIEW

       1.  The consideration is within delegated authority.

       2.  The check request(s) have the appropriate cost code(s).

       3.  Funds are available.

       4.  The Offer to Sell has been properly executed by a person with authority to bind the
United States of America.
                                                                       



   B.  AUTHENTICATION OF QC REVIEW

       I hereby certify that all quality control actions were completed and, based on my review, that
this offer assembly, with supporting documentation, is correct.

                                                    
(NAME)
                                                    
(Title)
                                                    
(Date)

 NOTE:  This checklist will be attached to the District file copy of the offer to sell and will remain a permanent
part of the tract file.
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Dated 16 July 1996

HUNTINGTON DISTRICT
REAL ESTATE

QUALITY CONTROL PLAN FOR:

RELOCATION AGREEMENTS

____________________________________________________________
____________________________________________________________

The following procedu res and actions will be accomplished for all relocation
agreements prepared and or reviewed by the Real Estate.

A.  PREREQUISITES.

1.  A prerequisite of the relocation agreement is a final Attorney’s Opinion of
Compensability which concludes that a compensable interest is present or that the
Government has the authority to pay for the facility relocation. 

    2.  If the project is a full federal project, an approved engineering cost estimate for
the relocations proposed by the agreement must be established before executing a
relocation agreement.

    3.  If a sponsored project, there must be a Memorandum of Agreement executed
between the Government and the non-federal sponsor providing for federal relocations on
behalf of the sponsor.

B. RELOCATION AGREEMENT.

The agreement is/is not in substantial conformance with an approved format.  If
not, a request for deviations to the format has been submitted to and approved by CERE-
AP.

Name__________________________Date__________

C. AGREEMENT PREPARATION PHASE:

1.  The agreement cites as its authority the Act authorizing the construction of the
project.

2.  The agreement sets forth clearly the obligations of the Government and the
facility owner, and discusses such issues as estates to be conveyed, subordination,
location of facility/utility and abandonment, where appropriate. 

3.  If appropriate, the agreement contains exhibits for all necessary outgrant
instruments, subordinations, and quitclaim deeds for disposals and abandonments. 
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4.  The agreement identifies agreement type. i.e., lump sum or cost reimbursable.

a.  Cost Reimbusable:  The agreement sets forth the estimated 
compensation owed by the Government to the facility owner.

b.  Lump Sum:  The Agreement sets forth the contract price which 
approximates, as nearly as possible, the estimated cost of the work less the 
estimated salvage value of any equipment or materials which can be salvaged by 
the contractor.

5.  The agreement sets forth the correct project charge account an d sufficient
funds have been certified as available.

6.  The agreement contains exhibits depicting the affected facilities and the nature
of the relocation work.

7.  The agreement sets forth any special statutory authority for the relocation.

8.  The agreement contains a scope of work provided by Engineeering Division,
whose concurrence with the relocation agreement scope of work is of record.

9.  The agreement provides for signature of the authorized representatives of both
parties, in accordance with the findings of the Attorney’s Opinion of
Compensability.Certifications of authority to sign ahould be attached to the agreement. 
Relocation Agreements to be signed by the District Chief of Real Estate must be within
the monetary limits of delegated authority to sign agreements for the acquisition of real
estate.

10.  A special betterments clause is included where necessary.

11.  The agreement provides that the Government and its contractors has
sufficient real estate rights to support construction. All relocation contracts must contain a
right-of-entry clause.

C. COORDINATION AND TECHNICAL CHECK:

1.  A technical and legal review of the agreement was performed
by:_________________________ on _______________.

         Name                          Date         

2.  Completion of the agreement was coordinated with the following:

         Engineering[ ]Name____________________Date_______.
 Project Management[ ] Name____________Date_______.
Office of Counsel[ ] Name_____________Date_______.

Others:____________________________________________________.
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Name__________________________Date__________

D. COMPLETION OF ACTION:

1.  The agreement was completed, executed, and a copy provided to:the project
manager[ ], Engineering Division[ ], facility owner[ ] and others as follows:

Name__________________________Date__________

2.   All required agreement information was entered in REMIS on:__________.
Name__________________________Date__________

3.  If any of the issues addressed in thi s Quality Control Plan indicate
deficiencies, these deficiencies were resolved[ ]/will be resolved[ ]by:___________(date).

4.  This product/action could be enhanced by initiating the following procedures:
___________________________________________________________.

E. CERTIFICATION OF DOCUMENT:

I reviewed this agreement, with accompanying documentation, and I certify all
quality control actions were completed:

______________________________
(Name)
______________________________
(Title)
______________________________
(Date)

NOTE: This checklist will be attached to the district file copy of the relocations agreement and
will remain a permanent part of that record.



Dated 29  July 1996

HUNTINGTON DISTRICT
REAL ESTATE

QUALITY CONTROL PLAN

TITLE EVIDENCE
__________________________________________________________________
__________________________________________________________________

Project:  _____________

Tract No(S):  ____________

__________________________________________________________________
__________________________________________________________________

SECTION I. -  ORDERING

    A.  CONTRACT

        1.  Evidence is ordered under the correct contract.

        2.  The contract has sufficient balance of unobligated funds to pay for the type(s) of
evidence ordered considering the amount of unobligated funds which must be retained for final
evidence yet to be ordered (including reserves for estimated costs of title insurance).

    B.  DD FORM 1155 (ORDER FOR SUPPLIES OR SERVICES

        1.  Reflects correct contract number and delivery order number.

        2.  Reflects correct name and address of contractor, person or office to receive the evidence,
and office which will issue payment.

        3.  Reflects correct cost code.

        4.  Reflects correct description of evidence ordered and correct unit price(s), and correct
total prices.

        5.  Correct legal description(s) is/are enclosed.

       Name:  ______________________  Date:  __________

SECTION II. - REVIEW OF EVIDENCE

     A.  TITLE EVIDENCE DOCUMENT(S)



         1.  Is/are of the correct type(s) (preliminary, intermediate, or final).

         2.  Indicate(s) correctly that evidence is a commitment, a certificate, or a policy.

         3.  Indicate(s) that the form is approved by the American Land Title Association (ALTA).

         4.  Indicate(s) that the form is the appropriate USA form approved by the Department of
Justice, if the insured is, or is to be, or may be, the USA.

         5.  The issuing company is a company approved by ALTA and has the legal right to issue
policies in the state where the land is located.  If there is to be no insurance, the requirements of
ER 405-1-12, Chapter 5, are applicable to the type of title evidence being used.

         6.  Has/Have been countersigned by the authorized agent of the company issuing the
evidence.

         7.  Proposes to, or does, insure the correct entity, i.e., either the United States of America or
a local sponsor.  If a final, insures the correct entity for the correct estate in the correct amount as
of an acceptable date and time subject only to standard exceptions and exceptions previously
approved and states the appropriate record citation to the deed, declaration of taking, or
judgment.

         8.  Offer(s) to insure fee simple.

         9.  Offer(s) to insure without reference, limit,or regard to the time period search, except
where specifically authorized to do so in accordance with regulations and policy.

        10.  Reflect(s) the correct effective date(s).

        11.  Incorporate(s) the correct legal description(s) by reference.

             a.  The legal description(s) has/have been revised by the title agent, if necessary, to show
the derivation(s) into the current owner(s).

             b.  The derivation clause(s) is/are legally sufficient in the jurisdiction where the deed(s)
is/are to be recorded and, when followed by a reader, result(s) in the designated owner(s).

        12.  Schedule B correctly states the current assessments (if any), even if no taxes or special
assessments are currently payable.  It also states either there are no delinquent taxes or specifies
the particulars of any delinquencies, and specifies what taxes or assessments are due and/or
payable. 

        13.  Schedule B indicates no exceptions or other defects with out recommending how such
defect can be cured.

        14.  If either a final, intermediate, or continuation, Schedule B restates no items previously
deleted, nor does it add any items to Schedule B which were of record (and should have be
found) prior to any previous effective date of preceding certificates, preliminaries, or
commitments.  (Such items are the sole responsibility of the title company and/or its agent and



cannot be added later.)

 SECTION III. - RECEIVING REPORT

     A receiving report has been prepared and executed allowing the title contract to be paid for
the evidence, in compliance with Finance and Accounting requirements.

       Name:  ______________________  Date: _______

NOTE:  This checklist will be attached to the original official title evidence in the case of one tract, and, if more
than one tract is involved, the checklist will be attached to the original official title evidence of the first tract
appearing on the DD Form 1155 and copies will be attached to the title evidence of any other tract(s) involved.
       



Dated 26 August 1996
HUNTINGTON DISTRICT

REAL ESTATE

QUALITY CONTROL PLAN FOR:

LEGAL DESCRIPTIONS

Tract No:                   

Project:                                                

Prepared By:                                            
Name/Title

The following procedures and actions will be accomplished for all Real Estate Project Maps
completed by the District:

A.  EVALUATION PREPARATION:

1.  A technical check to assure the following:

(a) The heading of the description contains the correct tract number, owner,
acreage, and Project Name and Location.

(b) The caption or general description location contains the state, county, district
or parish, and (where appropriate) the Township, Range and Section.  If
appropriate, should also include Lot/Block numbers and reference to recorded
plat.

(c) The point of beginning is referenced to a permanent marker or object which
can be located or recovered.  (Unless Lot and Block Description)

(d) The body of the description progresses in a clockwise direction, giving the
bearing and lengths of the courses and indicating the ownership of adjoining
lands, together with a description of any markers (iron pipe, concrete 
 monument, etc.), and natural features which will assist in identifying the lands
described.  If body consists of a Lot and Block description  it MUST be referenced
to a recorded plat.  Lot and Block descriptions are not to be used in the absence of
a recorded plat.

(e) The description contains a closing course ( to the point of beginning). 
Additionally, to assure the accuracy of closure is consistent with local 
 surveying standards.   Not applicable to Lot and Block descriptions.

(f) The acreage is correct, matches header line, and is indicated as “more  or less.”



                                                    
  Date Signature of Preparer

                                                    
  Date Signature of Reviewer

2.  A technical check to assure the derivation clause contains the name of the grantee
(agrees with header line) and grantor, date of deed, record book, page, and office in which
the instrument was recorded.  Should indicate whether description is intended to describe
"all the same" or "part of the same" lands as that described in the source deed.

                                                    
  Date Signature of Preparer

                                                    
  Date Signature of Reviewer



Dated 16 July 1996
HUNTINGTON DISTRICT

REAL ESTATE
QUALITY CONTROL PLAN FOR:

REAL ESTATE PROJECT MAPS
____________________________________________________________________
________________________________________________________________

Project:                                                

Segment:          

Prepared By:                                            
Name/Title

________________________________________________________________________________
____________________________________________________________________________

The following procedures and actions will be accomplished for all Real Estate Project Maps
completed by the District:

EVALUATION PREPARATION:

A technical check to assure the map conforms to the standards setforth in Chapter 3, ER405-1-12.

                                                  
  Date Signature of Preparer

                                                  
  Date Signature of Reviewer



Dated 16 July 1996
HUNTINGTON DISTRICT

REAL ESTATE
QUALITY CONTROL PLAN FOR:

CIVIL WORKS REAL ESTATE PLANNING DOCUMENTS

PROJECT: ________________________________

PROJECT TEAM MEMBER:  _______________________________________
Name/Title

REAL ESTATE TECHNICAL MANAGER:  Ralph W. Ackerman, Chief, Planning Section
Name/Title

REAL ESTATE BRANCH:   Planning and Control Branch
                                 

OTHER REAL ESTATE TEAM MEMBERS:

CADASTRAL:  ___________________________________________
                   

APPRAISAL:  ___________________________________________
                        

ATTORNEY/ADVISOR:  ____________________________________

SCOPE OF PLANNING DOCUMENT: 



The following procedures and actio ns will be accomplished for all Real Estate Planning
Documents completed by the District:

A.  EVALUATION PREPARATION:

1.  A technical check of preliminary activity descriptions, cost estimates, and schedules
formulated by the Real Estate Team has been completed.  Cost estimates have been
approved by the appropriate Branch Chiefs, and they have committed to the delivery of
their  respective products in accordance with the approved schedule. (Approved
documentation is on file)

______________ ____________________________________
Date Ralph W. Ackerman, Chief, Planning Section

2.  A technical review of the Real Estate Section to be included in the PMP has been
completed.  The document is complete and has been fully coordinated.

________________ ________________________________________
Date Steven B. Shideler, Chief, Planning & Control Br

3.  Where appropriate, a technical check of local sponsor coordination and assessment has
been completed. (Approved documentation is on file)

______________ __________________________________
Date Douglas G. Mills, Chief, Purchase Section

4.  A technical check of contractor work limits has been completed and coordinated with
Engineer Division.  Preliminary mapping has been completed and certified correct.  Work
limits adequately depict all required Real Estate. (Approved documentation is on file)

______________ _____________________________________
Date Ralph W. Ackerman, Chief, Planning Section

5.  A technical review of gross ap praisal has been completed.  The appraisal is approved
within delegated authorities and is in accordance with ER 405 -1-12.  (Review Appraiser's
summary is on file)

______________ ________________________________
Date Robert R. Jeter, Chief, Appraisal Branch



6.  A technical review of Replacement Housing Survey, where appropriate, is complete
and was performed in conformance with P.L. 91 -646 and applicable regulations. 
(Approved documentation is on file)

______________ ___________________________________
Date John Warren Cline II, Chief, Acquisition Br.  

7.  A technical review of public facility/utility relocation study, where appropriate, has 
been completed and coordinated with Engineering Division.  Associated costs (if any) are
identified.  (Approved documentation is on file)

______________ ___________________________________
Date John Warren Cline II, Chief, Acquisition Br.  

8.  A technical review of REP text has been completed.  The document is complete, in
concert with appropriate laws, regulations and guidance, has been fully coordinated
within Real Estate and with other District elements, and was completed without
exceeding available funding.  The REP was forwarded for Independent Technical Review
this date.

________________ ________________________________________
Date Steven B. Shideler, Chief, Planning & Control Br



B.  INDEPENDENT TECHNICAL REVIEW

1.  Real Estate participated on the District Independent Technical Review Team or
established an internal Independent Technical Review Team.

                                                                                      
Date ITR Team Member(s) 

2.   All ITR Team comments and resolutions attached.

                                                                                      
Date ITR Team Member(s) 

________________ ________________________________________
Date Steven B. Shideler, Chief, Planning & Control Br

(   )   The complexity of this project requires additional QC measures.
Additional milestones are attached.



HUNTINGTON DISTRICT (08/08/96)

REAL ESTATE
QUALITY CONTROL PLAN FOR:

ENCROACHMENTS (01-08-96)

A. VERIFICATION OF ENCROACHMENTS:

1. Determination was made that this is [   ] an
encroachment / [   ] a trespass eligible for remedy [   ] under
Title 36 or [   ] under state law.

2. Determination was made this encroachment/trespass was:
[   ] unintentional or [   ] intentional.  If intentional, the
following actions support this position: [   ] party 
ignored clearly marked boundary line, [   ] party ignored
specific/repeated warnings by COE personnel to cease actions
leading to the encroachment, [   ] party constructed without
proper survey, [   ] other reason(s), as follows: _______________

________________________________________________________________. 

3. This is a [   ] structural / [   ] non-structural
encroachment on [   ] fee / [   ] easement lands, or a
[   ] mineral encroachment.  If on easement lands, the easement
document [   ] was / [   ] was not reviewed to confirm the
structure/use is not authorized under the easement instrument.

Name ____________________ Date __________

B. RESOLUTION OF ENCROACHMENT:

1. This encroachment was resolved/will be resolved via:
[   ] boundary line agreement, [   ] exchange, [   ] outgranting/
consent (for easements), [   ] removal.  If by boundary line
agreement, state statutes were reviewed to determine this
procedure is legal for the state where the encroachment occurred:
[   ] Yes / [   ] No.  If boundary line agreements are recognized
in the state where the encroachment occurred, the agreements
[  ] can / [  ] cannot be transferred with title to the property.

2. Exceptions to removal were made for the following
reason(s): [  ] encroachment was unintentional, [  ] party acted
on the basis of a private survey, [  ] party acted on the basis
of an erroneous government survey, [  ] party acted on erroneous
information provided by the government, [  ] party has affidavit
or other information confirming the bounds of the land where the
encroachment is located were reasonably thought to be under the
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party’s ownership, [  ] property is not required for mission or
operational purposes, [  ] other, as follows: _________________.

3. If human habitation is involved with this resolution,
the habitation is [   ] above / [   ] below the flood control
pool.  If below, evacuation routes [   ] have / [   ] have not
been reviewed and adequate warning for evacuation [   ] does /
[   ] does not exist.  This action [   ] will / [   ] will not
result in a significant threat to human life, health, or safety. 
Restrictions [   ] will / [   ] will not be placed on the project
as a result of this resolution.  There [   ] was / [   ] was not
a practical alternative to removing this structure(s). [   ] No
human habitation is involved in this encroachment.

4. The following documents were executed as a result of
this resolution: [  ] An outgrant, [  ] a deed [  ] under the
delegated authority of the Chief of Real Estate / [  ] by the SA,
[ ] consent to structures, [ ] a waiver of damages, [ ] release
of human habitation restrictions, [  ] no documentation was
issued, [  ] other, as follows:_________________________________.

5. Fair market value for the property [   ] was / [   ]
was not received.  FMV was not received for the following
reason(s):_______________________________________________________
________________________________________________________________.

6. Required information [   ] was / [   ] was not entered
in REMIS.

Name ____________________ Date __________

C. COORDINATION OF ACTION:

1. Requirements of federal/state flood plain management
and EO 11988: [   ] were met / [   ] do not apply in this
instance.

2. The proposed resolution of this encroachment was
coordinated with: [ ] Counsel, [ ] Engineering, [ ] Planning,
[ ] Operations/Natural Resources, [ ] Safety, [ ] others, as
follows:________________________________________________________.

3. If property was transferred by outgrant or deed, the
following requirements were met: [ ] cultural, [ ] environmental,
and [   ] historical.

Name ____________________ Date __________
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D. COMPLETION OF THE ACTION:

1. Lessons learned [ ] were / [ ] were not documented and
disseminated to appropriate parties on:_________________________.

   (Include date and office symbol).

2. This product/action could be enhanced by initiating the
following procedures:____________________________________________

_________________________________________________________________

3. This encroachment could have been avoided if the
following actions were taken:__________________________________

_______________________________________________________________.

Name ____________________ Date __________

E. INDEPENDENT TECHNICAL REVIEW:

I independently reviewed this encroachment action, with any
accompanying documentation, and I certify all quality control
actions were completed:

_______________________
(Name)
_______________________
(Title)
_______________________
(Date)

NOTE: This checklist will be attached to the encroachment
package and will remain a permanent part of that record in
accordance with current regulatory requirements.



HUNTINGTON DISTRICT (08/08/96)

REAL ESTATE
QUALITY CONTROL PLAN FOR:

QUITCLAIM  DISPOSAL  DEEDS (01-08-96)

A.  DOCUMENTATION  PREPARATION  PHASE:

1.  The requirements of 10 U.S.C. 2662 apply [   ] /
do not apply [   ] and if applicable, coordination approval was
received on: ______________(date).

2.  The following information is attached or was completed
in support of the deed transmittal package: Abstract of bids [ ],
appraisal [   ], certificate of authority to execute [   ],
cultural/historical requirements [   ], disposal plan [   ],
EBS [ ], environmental documentation [ ], exchange agreement [ ],
legal description [   ], maps [   ], master plan changes [   ],
relocation contract [   ], special legislation authorizing
disposal [   ], statement on advertising conducted [   ],  and
Other [   ] , as follows:_______________________________________

________________________________________________________________.

3.  The authority to convey as contained in the granting
clause was confirmed by: ________________________________ (name).

4.  This deed [   ] was executed by the Chief of Real Estate
/ [   ] will be executed by the Secretary of the Army based on
the following authority: ______________________________________.

5.  This instrument does [   ] / does not [   ] impose:    
[   ] requirements, [   ] special conditions, [   ] or
reversionary conditions on the grantee.  If  requirements/
conditions are imposed, they are incorporated in the following
conditions/paragraph(s):________________________________________ 
and, [   ] the signature block of the recipient on the deed was
verified as accurate.

6.  The legal authority of the grantee (if not an
individual) to hold property was confirmed: [   ] Yes/ [   ] No/
[   ] N/A.

7.  The deed contains an adequate legal description (metes
and bounds) either prepared by or reviewed by appropriate
personnel for accuracy.

Name _________________ Date ___________
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B.  COORDINATION AND TECHNICAL CHECK:

1.  Technical check or legal review sufficient to also
substitute for a technical check of this document was performed
by: __________________________________ on: __________.

2.  Coordination was completed with the following
parties/individuals who will be impacted by this proposed action.
(Include name and date): _______________________________________

_______________________________________________________________.

Name _________________ Date ___________

C.  COMPLETION OF ACTION:

1.  Copies of the fully executed deed were distributed to
the following parties: Grantee [   ], holding agency [   ], two
confirmed copies to any federal agency charged with enforcement
of reservations, restrictions, or conditions [   ]; Others as
follows: ________________________________________________________

________________________________________________________________.
2.  If any of the issues addressed in this Quality Control

Plan indicate deficiencies, these deficiencies were resolved [  ]
/ will be resolved [   ] by: __________(date).

Name _________________ Date ___________

D.  INDEPENDENT  TECHNICAL  REVIEW:

I independently reviewed this quitclaim deed, with any
accompanying documentation, and I certify all quality control
actions were completed:

______________________________
(Name)
______________________________
(Title)
______________________________
(Date)

NOTE: This checklist will remain a permanent part of  the
record in  accordance with current regulatory requirements.



HUNTINGTON DISTRICT (09/17/96)

REAL ESTATE
QUALITY CONTROL PLAN FOR:

CIVIL COMPLIANCE INSPECTIONS  (01-08-96)

A.  INSPECTION  PREPARATION:

1.  The following appropriate information was reviewed prior
to initiating this Compliance inspection: [   ] annual/biennial
management plans, [   ] certificate of compliance with ADA or the
Rehabilitation Act, [   ] certification of electrical inspection,
[   ] certification of water and sanitary systems,
[   ] compliance with terms & conditions of outgrant agreement,
[   ] correspondence received since last inspection,
[   ] discharge of waste or effluent and accompanying required
NPDES/RCRA permits, [   ] environmental certifications,
[   ] ERGO/ECAS assessments, findings, and recommendations,
[   ] financial statements, [   ] five year rollover, [   ] GSA
Form 1166, [   ] health & safety issues, [   ] historical
requirements, [   ] individuals knowledgeable on this outgrant,
[   ] master plan,[   ] most current inspection,
[   ] outstanding actions from last inspection, [   ] Pesticide
certifications, [   ] real property accountability, [   ] REMIS,
[   ] reuse plans, [   ] terms and conditions for this outgrant
agreement, [   ] services provided in lieu of rent, [   ] other
requirements, as follows:  _____________________________________.

2.  The date of the last on-site inspection was:__________.

Name ____________________ Date __________

B.  PERFORMANCE  OF INSPECTIONS:

1.  The outgrant was inspected using the following means of
transportation: [   ] car, [   ] boat, [   ] helicopter, [   ] or
other: _________________________________________________________.

2.  The inspection was scheduled with:  [  ] grantees,
[  ] appropriate responsible individual(s),  [  ] COE project
personnel, [  ] or installation personnel, [  ] others, as
follows: _____________.  The following accompanied the inspector:
______________________________.  An exit interview [  ] was /
[  ] was not conducted.  Any issues of non-compliance [  ] were /
[  ] were not discussed.  If non-compliance was identified, a
follow-up inspection was scheduled for: __________ (date).

Name ____________________ Date __________
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C.  REPORT  PREPARATION AND  COORDINATION:

1.  The report was coordinated with the following interested
offices: [   ] Engineering, [   ] Planning, [   ] Project/Area
Office, [   ] Operations, [   ] Safety, [   ] Installation,
[   ] others: ____________________________________________.  

2.  Written comments and recommendations  were appended to
the completed report: [   ] Yes / [   ] No.

3.  This report [   ] did / [ X  ] did not require MSC or
CERE-M coordination.

4.  The following action is proposed as a result of this
inspection:_____________________________________________________.

Name ____________________ Date __________

D.  COMPLETION  OF  THE  ACTION:

1.  All required compliance information was entered in
REMIS.

Name ____________________ Date __________

2.  A quality control questionnaire [   ] will / [   ] will
not be sent to the parties involved in this action.

3.  Lessons learned [   ] were / [   ] were not documented
and disseminated to appropriate parties on: ___________  (Include
date and office symbol).

4.  This product/action could be enhanced by initiating the
following procedures:____________________________________________
________________________________________________________________

Name ____________________ Date __________

E.  INDEPENDENT TECHNICAL REVIEW:

I independently reviewed this compliance inspection, with
accompanying documentation, and I certify all quality control
actions were completed:

_________________________
(Name)
_________________________
(Title)
_________________________
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(Date)

NOTE: This checklist will be attached to the Compliance
Inspection Report and will remain a permanent part of that record
in accordance with current regulatory requirements.



HUNTINGTON DISTRICT (08/08/96)

REAL ESTATE
QUALITY CONTROL PLAN FOR:

CIVIL OUTGRANTS (01-08-96)

A.  REPORT  OF  AVAILABILITY  (ROA):

1.  All aspects/sections of the ROA have been completed and
a Determination of Availability (DOA) dated________________was
made.

2.  A site visit was [   ] /was not [   ] made by:  
district [   ], project [   ] personnel on __________________ by
___________________.  

Name _____________________ Date __________

B.  PREPARATION OF THE EBS:

1.  The standardized MSC report format or MACOM/installation
format was completed by  [   ] Planning Division on:  __________. 
[   ] This is a renewal action that does not require an EBS.

2.  Based on an internal review of administrative records,
an on-site review [   ] was [   ] was not considered appropriate. 
If an on-site review was performed:  [   ] no further action was
required, [   ] a Phase I/II investigation [   ] is / [   ] is
not required/recommended, [   ] remedial action is required
before this property can be transferred, as follows:____________

_________________________________________________________________

3.  The transferee [   ] was / [   ] was not provided with a
copy of the EBS.

Name ____________________ Date __________

C.  DOCUMENT  PREPARATION  PHASE:

1.  All required enclosures have been attached to the
outgrant file, as follows: [   ] appraisal/estimate of value,   
[   ] conditional inventory, [   ] cultural/historical
clearances, [   ] findings of suitability for leasing (FOSL),   
[   ] land use regulations,  [   ] legal description, [   ] EBS,
[   ] maps, [   ] services provided in lieu of rent, [   ] tract
management plans, and [   ] other, as follows:__________________  

________________________________________________________________
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_______________________________________________________________.

2.  The correct standardized format was prepared in
accordance with AR 405-80 and ER 405-1-12.  [   ] Yes / [   ] No.

3.  Appropriate findings, recommendations, and review
findings/special conditions resulting from the site visit or
other input [   ] were considered, [   ] are attached, [   ] or
were added to the outgrant document as the following condition
numbers: _____________________________________________________.

4.  All supplemental guidance and policy involving this
outgrant document have been reviewed and complied with.         
[   ] Yes / [   ] No.

5.  The signature on this Army document is within delegated
authority contained in:  ________________________________________

_________________________________________________________________

________________________________________________________________.

Name _________________ Date _______

D.  COORDINATION  AND  TECHNICAL  CHECK:

1.  A technical check or legal review sufficient to also
substitute for or include a technical check of this document was
performed by Tom Bradley  on ______________.

2.  Coordination was completed with the following offices
who will be impacted by or may have input on this outgrant:
[   ] Appraisal, [   ] ASA(IL&E),  [   ] Counsel,  [   ] DEH, 
[   ]Division, [   ] Engineering, [   ] Environmental,
[   ] Headquarters, [  ] Historical/Cultural, [  ] HUD/Homeless,
[   ] Installation Representatives,  [   ] MACOM/MAJCOM,
[   ] Natural Resources,  [   ] Project Personnel, [   ] Other
Grantees, [   ] Planning, [   ] RE Planning and Control,
[   ] Regulatory Functions, [   ] Resource Management,
[   ] Safety, [   ] SHPO, [  ] Others:_________________________.

3.  Any changes aside from cultural/historical,
environmental, site specific, or operational [   ] were /
[   ] were not coordinated with higher headquarters
on:____________ and approval of these changes was received on: 
_____________. The changes were detailed in conditions nos.: 
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_______________________________________________________________.

Name _________________ Date _______

E.  COMPLETION  OF  ACTION:

1.  The outgrant document was completed, executed, and a
copy provided to: [   ] the grantee, [   ] the project/area
manager, [   ] MACOM/MAJCOM/installation, and others as follows: 
_______________________________________________________________.

2.  All required outgrant information was entered in REMIS
on: __________.

3.  A quality control questionnaire [   ] will / [   ] will
not be sent to the grantee and other related customers. 

4.   Lessons learned [   ] were / [   ] were not documented
and disseminated to appropriate parties on:_____________________. 

(Include date and office symbol.)

Name _________________ Date _______

5.  If any of the issues addressed in this Quality Control
Plan indicate deficiencies, these deficiencies [   ] were
resolved  / [   ] will be resolved by: __________(date).

6.  This product/action could be enhanced by initiating the
following procedures: __________________________________________

________________________________________________________________

_______________________________________________________________.

Name  _________________ Date _______

F.  INDEPENDENT  TECHNICAL  REVIEW:

I independently reviewed this outgrant instrument, with
accompanying documentation, and I certify all quality control
actions were completed:
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______________________________
(Name)
______________________________
(Title)
______________________________
(Date)

NOTE: This checklist will be attached to the ROA and will
remain a permanent part of  that record in  accordance with
current regulatory requirements.



HUNTINGTON DISTRICT (08/08/96)

REAL ESTATE
QUALITY CONTROL PLAN FOR:

CIVIL AND MILITARY DISPOSALS (01-08-96)

A.  REPORT AND RECOMMENDATION OF EXCESS (ROE) (SF 118):

1.  This property is being disposed of :  [   ] under the
requirements of the Federal Property and Administrative Services
Act of 1949, [   ] under special Congressional legislation:
___________________________, or [   ] under other authorities, as
follows: _______________________________________________________.

2.  Preparation of the Report of Excess:

a.  All aspects/sections of the ROE have been completed
in accordance with AR 405-90; ER 405-1-12, Chapter 11; and the
Federal Property Management Regulations (FPMR’S).  (Also see
GSA’s PRM-P 4000.1A, Chap 4, Disposal Plan.) [   ] Yes, [   ] No,
[   ] N/A.

b.  This action entails a disposal of less than fee
title, except easements, without the underlying land and a DA
Form 337 was prepared [   ] Yes, [   ] No, [   ] N/A.

3.  All required enclosures have been attached to the ROE
and the disposal plan, as follows: [   ] description of buildings
& property, [   ] EBS, [   ] environmental clearances,
[   ] Finding of Suitability for Transfer (FOST), [   ] legal
description, [   ] HUD Suitability Determination for the
Homeless, [   ] maps, [   ] status of legislative jurisdiction,
[   ] Other: _________________________________________________. 

4.  A site visit [   ] was / [   ] was not made by
[   ] district, [   ] project,  [   ] or installation personnel
on ____________ by ___________________________________________.

5.  Appropriate findings and recommendations resulting from
the site visit or other input [   ] were considered, [   ] are
attached,  [   ] or were added to the SF 118/ROE document as
follows:  ____________________________________________________.

6.  Government [   ] exceptions,  [   ] reservations,
[   ] conditions, [   ] restrictions, [   ] covenants,
[   ] and/or interests [   ] have  / [   ] have not been
addressed as follows:_________________________________________.
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7.  For leasehold actions, restoration [   ] was / [   ] was
not required; a Notice of Cancellation/Termination [   ] was /
[   ] was not provided in accordance with state law;  an
acknowledgment [  ] was / [  ]  was not received; and a joint
terminal condition survey [  ] was  / [  ] was not performed
indicating restoration [  ] was [  ] was not required [  ] N/A.

8.  For properties proposed for donation, abandonment, or
destruction, the initial cost of the property [   ] did  /
[   ] did not exceed the FPMR threshold of $250,000, requiring
HQUSACE approval.  If  initial cost did exceed the threshold,
approval was received on: _________________ (date). [   ] N/A.

9.  This transfer [   ] does  / [   ] does not include
mineral interests.  If mineral interests were involved, the
Bureau of Land Management (BLM) was contacted on ____________
(date) for coordination.

10.  This property [   ] is  / [   ] is not adjacent to, a
part of, or related to Native American lands.

Name ____________________ Date __________

B.  PREPARATION OF THE EBS:

1.  The standardized MSC report format or MACOM/installation
format was completed by: [   ] A contractor, [   ] Construction,
[  ] Counsel, [   ] Engineering, [   ] Installation personnel,
[  ] Planning, [   ] Operations, [   ] Real Estate, [   ] Safety,
[  ] Others, as follows: _______________________________________.

2.  Based on a review of administrative records, an on-site
review [   ] was / [   ] was not considered appropriate.  If a
on-site review was performed: [   ] no further action was
required, [   ] a Phase I/II investigation [   ] is / [   ] is
not required/recommended, [   ] remedial action is required
before this property can be transferred, as follows: 
________________________________________________________________.

3.  The transferee [ X ] was / [   ] was not provided with a
copy of the EBS.

Name ____________________ Date __________

C.  DOCUMENT  PREPARATION  PHASE:

1.  All supplemental guidance and policy involving disposal
actions has been reviewed and complied with.  [  ] Yes / [  ] No.
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2.  The signature block (execution authority) on this
document is within delegated authority contained in: ER405-1-12.

Name _________________ Date _______

D.  COORDINATION  AND  TECHNICAL  CHECK:

1.  A technical check or legal review sufficient to also
substitute for or include a technical check of this document was
performed by ___________________________________ on ____________.

2.  Coordination was completed with the following offices:
[   ] Appraisal, [   ] Counsel, [   ] DEH, [   ] Engineering,
[   ] Environmental, [   ] Historical Coordinator,
[   ] Installation Representatives, [   ] MACOM/MAJCOM,
[   ] Natural Resources, [   ],Planning,  [   ] RE Planning and
Control, [   ] Regulatory Permits, [   ] Resource Management,
[   ] Safety, [   ] HUD, [   ] SHPO,[   ] DOD, [   ] Others:
_______________________________________________________________.

3.  Coordination was completed with the following
parties/individuals who will be impacted by this proposed action. 
(Include name and date):________________________________________

_______________________________________________________________.

4.  Custody, Accountability, protection, and maintenance
will be administered by:_____________________________ until care
and custody of the property is accepted by GSA on: ____________.

5.  Screening is [   ] is not [   ] required.  If required,
screening was conducted with the following agencies/entities:

_______________________________________________________________.

6.  The FMV of this property is $ _________.  This property
will be disposed under the district’s delegated authority [   ];
must be transferred to GSA for disposal [   ].  

7.  The following environmental/cultural laws and regulatory
requirements have been reviewed and complied with: NEPA - with a
Categorical Exclusion [   ], FONSI [   ], EA [   ], or EIS [   ];
CERCLA [   ]; CERFA [    ]; SARA [   ]; RCRA [   ]; NHPA [   ];
EO 11296 [   ]; EO 11990 [   ]; EO 11988 [   ]; Coastal Zone Mgt.
Act [   ]; and Other [   ]:____________________________________.

a.  Verification was [   ] / was not [   ] made that
the most stringent legal environmental requirements were complied
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with (federal, state, or local).

b.  The following restrictions are imposed on the use
of the property: ______________________________________________.

c.  If HTRW substances, pollutants, or contaminants
were located on military property and the grantee is a PRP, the
DOE was made by DASA(I&H) [   ] Yes, [   ] No, [ X ] N/A.

8.  The DOE was made by:  [   ] ASA(CW), [   ] MACOM, [   ]
MSC, [  ] District Chief of Real Estate, [  ] Chief of Management
and Disposal, or [   ] Other, as follows:  _____________________.

a.  This disposal action significantly reduces,
redirects or affects installation or civil works property: [ ]
Yes [ ] No. If yes, the DOE was made by CG USACE:[ ] Yes, [ ] No.

b.  The DOE for civil works property was made by the
MSC [   ] Yes, [   ] No. [   ] N/A.

 c.  HTRW substances were located on the property: 
[   ] Yes, [   ] No.  If yes, the DOE was made by ASA(CW):  
[   ] Yes, [   ] No.

d.  This disposal requires review or approval from
another federal agency (i.e., transfers, interchanges, withdraw
from public domain, etc) [   ] Yes, [   ] No.   If yes, the DOE
was made by DASA(I&H) and ASA (CW) [   ] Yes, [   ] No.

Name _________________ Date _______

9.  Legislative jurisdiction is [   ] / is not [   ]
applicable to this action.  If it is applicable, appropriate
legislative jurisdiction is available for the disposal of this
property [   ] Yes, [   ] No.

10.  Pursuant to the Stewart B. McKinney Homeless Assistance
Act this property was determined to be [   ] suitable /
[   ] unsuitable on __________ and [   ] available /
[   ] unavailable on __________.  The homeless [   ] have /
[   ] have not expressed interest in this property on __________.

Name _________________ Date _______

E.  COMPLETION  OF  ACTION:

1.  The disposal action was completed, executed, and a copy
provided to the following offices/individuals:___________________
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________________________________________________________________.

2.  All required disposal information was entered in REMIS
on: __________.

3.  A quality control questionnaire [   ] will / [   ] will
not be sent to the parties involved in this action. 

4.   Lessons learned [   ] were  / [   ] were not documented
and disseminated to appropriate parties on:_____________________.
(Include date and office symbol.)

Name __________________ Date ______

5.  If any of the issues addressed in this Quality Control
Plan indicate deficiencies, these deficiencies were resolved [  
] / will be resolved [   ] by: _________(date).

6.  This product/action could be enhanced by initiating the
following procedures: _________________________________________

_______________________________________________________________

_______________________________________________________________

Name __________________ Date ______

F.  INDEPENDENT TECHNICAL REVIEW:

I independently reviewed this disposal action, with
accompanying documentation, and I certify all quality control
actions were completed:

______________________________
(Name)
______________________________
(Title)
______________________________
(Date)

NOTE: This checklist will be attached to the ROE and will
remain a permanent part of that record in accordance with current
regulatory requirements.
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 APPENDIX F
 

 NAVIGATION PLANNING CENTER SUBPLAN

1.  Quality Process.  The resource devoted to the quality process for any given study are
dependent on the level of risk and uncertainty associated with that study.  Therefore, an
assessment of the risk and uncertainty is made during the scoping phase of each study.  Risk and
uncertainty in this context relates to policy considerations, technical considerations, and unique
considerations associated with a study.  In practical terms, risk and uncertainty are represented by
factors including the scope of the study, level of complexity, the customer and customer
expectations.  The functional leader selects an Independent Technical Review Team (ITRT)
Leader and approves ITRT member selections with the results of the risk assessment in mind.
The study manager is responsible for coordinating work and study efforts with the ITRT leader.
The ITRT leader manages the flow of information to the ITRT and is responsible for documenting
all quality control activities as well as assembling the final QC documentation.

2.  Risk Identification and Measurement.  Risk assessment is critical to the QC process.  The
type and level of resource committed to the QC for any given study or work effort flow from this
assessment.  While policy considerations, which typically involve issues related to socially
sensitive studies, funding uncertainty, and the risk characteristics of stakeholders, can be a factor
in the assessment, the Navigation Planning Center (hereafter referred to as the Center) is more
likely to deal with issues associated with technical considerations.  Study scope, level of
complexity, involvement with new technologies or methodologies, inherent uncertainty, and staff
qualifications are used to assess the required intensity of the QC process.  Special study
considerations - study schedule, political sensitivity, and customer certainty of goals - are also
important determinants of the amount and type of resources devoted to the quality control
process.

The nature of the study and the customer serve as useful starting places in determining the level
and nature of QC involvement.  There are three general types of studies completed by the Center:
1) studies completed or reference data bases created by the Center that support other studies, 2)
studies used in supporting analysis and studies completed for larger decision documents, and 3)
appendices to or portions of larger decision documents (feasibility studies, economic updates, or
limited re-evaluation reports).  Quality control processes must also address the data processing
aspects of the Center’s mission.  Again, the nature of this work and the customer helps to define
the type of QC required.  The table below categorizes work completed in the Center and ascribes
a level of review associated with each category of work.
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TABLE 1.
Level of Review by Study Type

Level of Type of Work Work Scope &
Review or Work Completed by Completed for Complexity

1 Study
Type 1 Nav Center Nav Center Internal

2 Study Planning\Project
Type 2 Nav Center Management District, Division

3 Study Planning\Project
Type 3 Nav Center Management Division, Corps

1 Study
Type 1 Contractor Nav Center Internal

2 Study Planning\Project
Type 2 Contractor Management District, Division

3 Study Planning\Project
Type 3 Contractor Management Division, Corps

2 Navigation Data
Data Nav Center Center Division, Corps

All Center work is subject to a QC process.  Level 1 review is completed in the Center, while
level 2 review is subject to review within the Center and one-up review, usually within the
customer district.  Level 3 reviews include Center review, one-up review, and review by
headquarters, customers, and/or independent peers (contractors or other Corps divisions).

3.  Documentation.  Documentation requirements are keyed to the level of review.  Level 1
reviews involve maintenance of checklists, summaries of intermediate results, and memorandums
of meetings with the ITRT.  Level 2 reviews contain summaries of intermediate results, briefing
packages, memorandums of meetings held with the ITRT, formal comments from reviewers, and
the study team’s responses.  Level 3 reviews contain the former, along with a formal QC
document which summarizes the review process for the particular study.  Because level 3 reviews
involve type 3 studies (decision documents or appendices to decision documents), the Center’s
QC document is provided to the decision document ITRT.  Review document files are maintained
by the study manager for level 1 level 2 work and by the RTL for level 3 work.

The final Quality Control Log is maintained by the Center’s team leader, along with the final QC
document for each level 3 work item.  The log identifies each work item or study, major study
tasks, the study or work manager, ITRT leader, ITRT, documentation required, and status of the
QC documentation effort.  The most current version of this log is attached as Addendum F-1.

3.  Quality Indicators.  Quality indicators will be used by the Navigation Planning Center (NC)
as a tool to improve product quality.  Quality indicators are warning signs of quality management
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process weaknesses.  If weaknesses are found, actions will be taken by the Chief , NC, to improve
the quality management system.   The indicators to be monitored relate to the quality management
process itself as well as NC products.  These indicators are discussed in the following paragraphs.

With respect to the quality management process itself, the Chief, or his designee will perform
random quality audits on selected products.  An important purpose of these audits will be to
examine process-related QC components such as the quality control plan, internal quality checks
and reviews, independent technical review, and quality control documentation.

Actual completion dates and costs of products will be measured against the original scheduled
completion dates and study budgets.  Schedule slippage’s and deviation from the original study
budget will warrant action by the Chief.  Schedule slippage’s and increases in project costs, and
the rationale, will be reported to the Chief by the NC study manager.  Not all schedule slippage’s
and increases in study costs reflect poor quality (e.g. changes in scope).  The Chief will investigate
the causes of  schedule slippage’s and cost increases.

Rework of  technical products resulting from independent technical review comments will be
monitored by the Chief.  Major rework of technical products will warrant investigation and
appropriate remedial action.

1 Addendum
F-1  -  Navigation Planning Center, FY 97 Quality Control Log *
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ADDENDUM F-1

Navigation Planning Center, FY 97 Quality Control Log



Navigation Planning Center, FY 97 Quality Control Log
Status as of : 1-Aug-97

Independent
Review Lead ITRT Technical

Study Product\Task Level Preparer Leader Review Team Documentation Status Notes

Ohio River Main Stem Study 3 Kelz assembles documentation
WAM Library Kwakye-Boateng Nida Econ Team none Pending
WAM Modifications Lisney, LRL Weekly Econ Team none Done
LCLM Frazier, LRP Weekly Econ Team MFR Pending
ORNIM ORNL, Bronzini Weekly Magnoia, L. Daggett MFR - Comments Pending
Other Benefits ORNL, Curlee Walker Econ Team MFR - Comments Pending
Model Runs Nida Weekly Econ Team none Pending

Traffic Projections 2 N. Ashford, ORH-PD-B assembles doc.
WO#7 Coal Exports Jack Faucett Assoc. Walker Econ Team MFR - Comments Done
WO#8 Growth Indices Jack Faucett Assoc. Walker Econ Team QC Plan Document Pending

Transportation Rates 2 Hammond assembles documentation
1997 Update TVA Walker Kelz MFR - Comments Pending

s:\navcente\qclog.xls\MainStem 3/31/98
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APPENDIX G

HAZARDOUS, TOXIC AND RADIOACTIVE WASTE (HTRW) SUBPLAN

1.  Purpose.  This subplan establishes procedures for Quality Control (QC) and Quality
Assurance (QA) of  Civil Works and IIS HTRW products through feasibility study prepared by or
for the Huntington District HTRW Section.  This subplan will help ensure that the Huntington
District HTRW Section Unit produces high quality products in a timely manner.

2.  Reference.  CECW-EP/CEMP-EC memorandum dated 18 July 1998, subject: Accountability
and Responsibility for Technical Products.

3.  Scope.  This plan addresses Civil and Military Works and IIS HTRW products prepared by or
for Huntington District HTRW Section staff.

4.  Responsibilities.  The Chief of the HTRW Section is responsible for preparation of accurate
and timely products.  The Technical Coordinator (TC) or Product Development Team
(depending on the technical complexity of the product) is responsible for the technical adequacy,
accuracy, and timeliness of the product.  The Independent Technical Review Team (ITRT)
members are responsible for performing an independent technical review.  These members
(applicable to Phase II Environmental Site Assessment products and for products of similar
technical complexity) are responsible for assuring the effectiveness of the QC process.  This
subplan has been furnished to CELRN for information and comment.

5.  Quality Control Process.  The district will perform QC functions for all products prepared by
the HTRW Section.  QC functions for Contractor work will be performed by the Contractor.

a.  Product Preparation.   The Chief of the HTRW Section will assign an HTRW Section TC
to prepare the product.  For technically complex products, the Chief of the HTRW Section may
assign a Product Development Team to prepare the product.

b.  Independent Technical Review Team.  The Chief of the HTRW Section and the TC will
determine the required expertise and assemble an Independent Technical Review Team.  This
team will consist of experienced professionals knowledgeable of the technical requirements in the
product and the procurement process.  An Independent Technical Review Team Leader will be
assigned to the team.  He/she is responsible for coordinating all activities of the ITRT.  Reviewers
will be independent of the Product Development  Team.  Members of the HTRW Section or other
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district elements may serve as reviewers if they have not participated in the product preparation.
Nashville District (CELRN) or other districts will review Phase II Environmental Site Assessment
products and products of similar technical complexity.

c.  Customer Involvement.   The customer will be identified to the TC or Product
Development Team and ITRT prior to initiating the product.  The customer will describe the
proposed action which requires the product.  The TC will communicate with the customer
regularly to report on progress and potential problems affecting schedule or cost.  The TC will
solicit customer involvement as appropriate.  Customer expectations for schedule and cost will be
considered when preparing the product and will be met or exceeded if possible.

d.  Schedule and Cost.   The Chief of the HTRW Section and the TC will establish schedules
for completion, review, and response for specific products.  Schedule and cost will be determined
jointly with the customer and will be consistent with overall project requirements.

e.  Checklist.  A checklist is attached as Addendum G-1 and is intended to serve as a guide in
checking or reviewing products for errors or omissions.  The checklist cannot substitute for sound
judgment by reviewers.

f.  Review.  Reviewers will examine the product for technical adequacy and appropriateness of
the effort required.  Reviewers will also check for compliance with current Federal and Army
Acquisition Regulations, guidance, standards, and policy.  The TC/Product Development Team
and ITRT members will meet as necessary to exchange information and coordinate comments.
Seamless Reviews consisting of continual interaction and In-Progress Reviews by the ITRT will
be conducted at various stages of the product development/preparation.  A review by members of
the ITRT , known as the End-Product Review, will be conducted and fully documented at the
completion of product development.  Routine supervisory oversight is not considered to be
independent technical review.

g.  Resolution.  The product reviewers will provide a written record of comments to the TC
for resolution.  The TC/Product Development Team will respond to all comments and incorporate
appropriate changes.  The ITRT will develop follow-up comments as required to fully address the
response.  Any issues which the TC and ITRT cannot resolve will be referred to the Chief of the
HTRW Section for a final decision.

h.  Documentation.   Review comments and responses form an important record that
completes the final product.  Documentation of the independent review will be consistent,
accurate, and a permanent part of the TC’s contract records.

i.  Review Certification.  After the review and response are complete, each reviewer will initial
a statement certifying that all comments have been resolved to the satisfaction of the review team.
The statement will summarize any significant issues resolved by the Chief of the HTRW Section
or responsible individual.  Review comments, responses, and review certification will be made
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part of the TC’s contract records and retained in the TC’s contract files.  Addendum G-2 is a
sample quality control review certification.

6.  Quality Assurance Process.

a.  Audit.  CELRD will conduct selective QA audits.  The audits will be programmatic,
addressing the overall environmental program, as well as project specific.  Audits will assure that
all products, including those prepared by and for the District, comply with established regulations,
policies, procedures, and guidance.

b.  QA Examination.  QA reviews will be conducted on Phase I ESA products or products of
similar technical complexity only if  Phase II ESA’s are recommended.  CELRN will perform
these QA reviews for Phase II ESA products as well as those products of similar technical
complexity.

7.  Supplements.  This subplan will be supplemented with specific information for individual
products.  Supplements will include:

a.  Customer.  Identify the organization requesting the Project and a point of contact by name.

b.  TC and Product Development Team.   Identify who will perform the work by name and
discipline.

c.  Independent Technical Review Team (ITRT).   Identify who will perform the independent
technical review of the product by name, discipline, and organization, including CELRN, and
other resources.

d.  Project Description.  Describe the location and extent of the site, the proposed action
called for in the product, and the relationship with larger project goals.
Addendum G-3 is a sample supplement.  QC/QA Plan Supplements will be kept with contract
records.

4 Addendum’s
G-1  -  HTRW Checklist
G-2  -  Quality Control Review Certification
G-3  -  Supplement to QC/QA Plan
G-4  -  Quality Indicators
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HTRW Checklist
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Checklist for

(Insert specific name of HTRW Study Product here)

Project Title:____________________________________________  Date:_________

Contract No.:_________________________________________

Delivery Order No.:__________________________  Modification No.:_________

Technical Coordinator:________________________________________

This checklist is intended to serve as a general guide for review of HTRW study products.  This
checklist is not all inclusive and it is not intended to substitute for sound judgment of experienced
professionals.

1. ___ The product is organized in the proper format.  Paragraphs and pages are
numbered correctly.

2. ___ The text is legible and letter perfect.  Language is direct and unambiguous.

3. ___ All acronyms are spelled out the first time used in the text.

4. ___ Referenced documents and reports are available for contractor review.

5. ___ Independent Government Cost Estimate is complete, accurate, and attached.

6. ___ Technical language used in the document/report is standard in the
environmental industry and therefore will be understood by the proposing company.

7. ___ The work called for in the document/report is appropriate given the current
site knowledge and purpose of the effort.

8. ___ Additional Comments.
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Quality Control Review Certification

(Insert specific name of HTRW Study Product here)

Project Title:____________________________________________  Date:_________

Contract No.:_________________________________________

Delivery Order No.:__________________________  Modification No.:_________

Technical Coordinator:________________________________________

In accordance with the Huntington District QC/QA Plan for HTRW Section ( insert  name of
specific product here), independent review for the subject project has been completed and all
comments are resolved.  The following ITRT members certify completion of the review and
resolution of comments:

NAME DISCIPLINE INITIALS

_______________ _______________ ________

_______________ _______________ ________

_______________ _______________ ________

_______________ _______________ ________

Summary of issues resolved by the Chief of the HTRW Section or responsible individual:

Technical Coordinator:
___________________________ __________
(Signature) (Date)
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Supplement to QC/QA Plan

(Insert specific name of HTRW Study Product here)

This supplements the Huntington District Programmatic QC/QA Plan for HTRW Study Products
with specific information described below.  The checklist in the CELRH Programmatic QC Plan
for products (Addendum G-1) will be used to guide reviewers.

Project Title:____________________________________________  Date:_________

Contract No.:_________________________________________

Delivery Order No.:__________________________  Modification No.:_________

Customer Organization & Point of Contact:

Project Description:

Project Manager:

Technical Coordinator Preparing the product:

Product Development Team: (If applicable, individuals performing the work.)

NAME ORGANIZATION OFFICE SYMBOL DISCIPLINE

_______________ _______________ _______________ _____________

_______________ _______________ _______________ _____________

_______________ _______________ _______________ _____________

Independent Technical Review Team (ITRT): (Individuals performing independent review.)

NAME ORGANIZATION OFFICE SYMBOL DISCIPLINE

_______________ _______________ _______________ _____________

_______________ _______________ _______________ _____________

_______________ _______________ _______________ _____________
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QA Examination Team: (Applies ONLY to Phase II ESA products as well as those products of
similar technical complexity.)

NAME ORGANIZATION OFFICE SYMBOL DISCIPLINE

_______________ _______________ _______________ _____________

_______________ _______________ _______________ _____________

_______________ _______________ _______________ _____________

Schedule:
Begin Contract Package preparation:

Major Tasks & Completion Dates:

Contract Package Finished:

Technical/Administrative Review:

Comments Resolved:

Estimated Costs :

Hired Labor: Other Districts: Contract:

APPROVED BY:  DAVID F. MEADOWS, P.E.
  Chief, HTRW Section



ADD G-4
CELRHR 5-2-7

1 May 99

G-4-1

ADDENDUM G-4

Quality Indicators



ADD G-4
CELRHR 5-2-7
1 May 99

G-4-2

QUALITY INDICATORS

Quality Indicators shall be used by Engineering & Construction Division, Environmental and
Remediation Section (E&RS), as a tool to improve environmental product quality.  Quality
Indicators are warning signs of Quality Management process weaknesses.  If weaknesses are
found, actions will be taken by the Quality Manager to improve the Quality Management system.
Below are Quality Indicators that will be monitored by the Quality Manager:

a.  Internal Process Quality.

(1)  Random Quality Audits.   The Quality Manager shall perform random quality audits on
selected products.  The Quality Manager will check process related components such as the QCP,
Quality Production, Internal Quality Checks and Reviews, ITR, Seamless Interaction, and Quality
Documentation.

b.  Internal Product Quality.

(1)  Product Cost Growth.   Product Cost Growth during the development of the product will
be measured as a percentage of the Product Cost Estimate.  Excessive cost growth will warrant
action by the Quality Manager.  Product Cost Growth, and the rationale, will be reported to the
Chief by the Technical Coordinator or the Product Development Team.  Not all cost growth
reflects poor quality (e.g. scope changes, risk decisions, etc.).  The Quality Manager will
investigate the causes of the cost growth.

(2)  ITR Reworks.   Rework of the product resulting from ITR comments will be monitored by
the Quality Manager.  Major rework of the product will warrant action by the Quality Manager.

(3)  Scheduled Completion.  Completion of the product will be measured against the original
scheduled completion date.  Schedule slippage’s will warrant action by the Quality Manager.
Schedule slippage’s, and the rationale, will be reported to the Quality Manager by Technical
Coordinator or the Product Development Team.  Not all schedule slippage’s reflects poor quality
(e.g. scope changes).  The Quality Manager will investigate the causes of the schedule slippage’s.

b.  External Product Quality.

(1)  Customer Request for Information (RFI).   The number of customer RFI’s during the
implementation phase of the project will be measured.  An excessive number of RFI’s will warrant
action by the Quality Manager.  The number of RFI’s, and the rationale, will be reported to the
Quality Manager by the Environmental Project Management Team Member.  Not all RFI’s reflect
poor quality (e.g. change in conditions, procedure change).  The Quality Manager will investigate
the causes of the RFI’s.

(2)  Cost Growth.   Cost growth during the implementation phase of the project will be
measured as a percentage of the initial price.  Excessive cost growth will warrant action by the
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Quality Manager.  Implementation cost growth, and the rationale, will be reported to the Quality
Manager by the Environmental Project Management Team Member.  Not all cost growth reflects
poor quality (e.g. scope changes, differing conditions, etc.).  The Quality Manager will investigate
the causes of the cost growth.
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 APPENDIX H
 

 OPERATIONS AND READINESS SUBPLAN

1.  Purpose.  This appendix provides the general policies and procedures for the execution of
Quality Control and Quality Assurance for products, services, and activities within the Huntington
District Operations and Readiness Division.

2.  Applicability.

a.  This appendix applies to all activities of the Operations and Readiness Division including
the Physical Support Branch, Management Support Branch, Technical Support Branch,
Regulatory Branch, Readiness Branch and all lake projects, navigation projects, and the Marietta
Repair Station.

b.  This quality management plans applies to all major business functions and services
provided by Operations and Readiness Division.  These business functions and services include
flood control regulation at our dams, recreation services at our projects and lakes, navigation on
navigable waters, and regulation of construction, and work in navigable waters and dredging and
filling in navigable waters and wetlands.  These business functions and services are listed and
summarized below.

(1)  Regulatory Functions.

(a)  Issuing permits for work in navigable waters and filling in streams and wetlands
and performing compliance inspections for permitted work.

(b)  Investigation of violations of Section 10 of the River and Harbor Act and Section
404 of the Clean Water Act.

(2)  Flood Control Services.

(a)  Insures projects are maintained to operate as designed when floods occur.

(b)  Insures projects are maintained to operate as designed for all other water control
management functions in accordance with project authorizations.

(c)  Staffs and operates projects in accordance with project Water Control Manuals,
Dam Tenders Guides, and special directives from Hydraulics Branch.
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(3)  Navigation Services.

(a)  Operation and Maintenance of Locks and Dams to insure the Ohio and Kanawha
Rivers are available for navigation and the requirements of Navigation Industry are met.

(b)  Maintenance of Navigation Channel in accordance with published navigation
charts.

(4)  Recreation Services.

(a)  Operation and Management of Campgrounds

(b)  Operation and Management of Day Use Facilities including Visitor Centers, Picnic
Areas, Playgrounds, and Beaches.

(c)  Operation and Management of Lake and Water Resources

(5)  Emergency Response and Recovery.

(a)  Support Readiness activities under PL 84-99 and ER 500-1-1.

(b)  Support the Federal Emergency Management Agency under PL 93-288.

(c)  Inspect and provide technical support to Local Protection Projects.

(6)  Environmental Stewardship.  Ensure operating projects comply with all Federal, State,
and Local environmental requirements.

c.  Technical Support, Management Support, Physical Support and Readiness Branch all
provide support, technical, administrative and maintenance services for the navigation, flood
control, and recreation projects and functions in Operations Division Quality Control and Quality
Assurance for these internal support branches is for the most part provided by the first level
supervision, and Branch and Division levels of management and the internal checks and balances
of day to day work.

3.  Goal.  The goal of the Operations and Readiness Division is to deliver navigation, flood
control, recreation, regulatory, environmental, and emergency operations services in accordance
with the Corps of Engineers regulations and policies to meet the requirements and expectations of
our customers and the public.
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4.  Responsibilities - General.

a.  Chief, Operations and Readiness Division.  Responsible for the quality of products and
services produced within the Division as a result of work by Division employees.

b.  Assistant Chief, Operations and Readiness Division and Chief, Management Support
Branch.

c.  Branch Chiefs.  Responsible to insure the policies, procedures, and quality of work in their
Branch is met.

d.  Operation Project Managers.   Responsible to insure the quality of business products and
services provided by the field projects under their management meets the requirements and
expectations of our customers.

e.  Lockmasters.   Responsible for the operation and maintenance of their lock and dam and
insuring the quality of operation meets the navigation industry needs and the publics’ requirements
and expectations.

f.  Park Managers and Project Supervisors.   Responsible for the operation and maintenance of
their lake project and insures the quality of flood control, other water control management
functions, and recreation services meet the requirements and expectations of the public.

g.  Team Members and Project Managers.  Responsible for producing quality products in their
respective areas of responsibility.

5.  Quality Control For Operation And Readiness Division’s Business Products And
Services.  Performance measures have been developed for all major business functions in
Operations Divisions.  These performance measures are used to manage and control services,
schedules, and costs of the business functions in Operations and Readiness Division, to insure
quality products are provided to the public and to insure the costs for our business functions are
reasonable.  In addition to the performance measures for each business function, each function
and product is governed and regulated by laws, regulations, and procedures to insure the products
and services we provide to the public are of highest quality.  For each business function there are
various procedures whereby we receive feedback from our customers (the public) that assists in
our evaluation of the quality of services and products we are providing.  Our Quality Control
processes, reviews, and checks for each business function in Operations Division are presented
below.  Quality Control Management Plans are attached for Regulatory Activities, Navigation,
Flood Control, Recreation, In-House Support Services, and Readiness Branch.
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11 Addendum’s
H-1  -  Quality Control for Regulatory Activities
H-2  -  Quality Control for Flood Control
H-3  -  Quality Control for Navigation
H-4  -  Quality Control for Recreation
H-5  -  Quality Control for In-House Support Services
H-6  -  Quality Control for Readiness Branch
H-7  -  Quality Control for Local Protection Projects
H-8  -  Quality Control for Emergency Operations
H-9  -  Quality Control for Environmental Review Guide for Operations
H-10  -  Quality Control for Environmental Facilities Program
H-11  -  Quality Control for Emergency Operations Center
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Quality Control for Regulatory Activities
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QUALITY CONTROL FOR REGULATORY ACTIVITIES

1.  Business Products.  Permits issued under section 10 of the River and Harbor Act of 1899 for
construction work in navigable waters and under Section 404 of the Clean Water Act for
placement of fill in waters of the United States.  Investigation of unauthorized activities and
compliance inspections for permitted work.

2.  Roles And Responsibilities.  The Regulatory Functions Branch has responsibility for
administration of the Department of the Army Permit Program.  A Section 10 permit must
authorize all construction and work in, over, and under navigable waters of the United States.
Work requiring a permit includes such activities as construction of commercial and recreation
docks, dredging, placement of bank protection, pipeline and aerial transmission line construction
and placement of fill.  Permits are issued after a full public interest evaluation and review including
opportunity for comment by the public, local, state and federal agencies, public interest groups,
and industry.  Permits are issued or denied after the full public interest review is completed.

3.  Responsibilities - General.  Regulatory Functions Branch has a staff of 18 employees, which
includes environmental engineers, wetland's specialists, biologists, ecologists and administrative
staff.

a.  Chief, Regulatory Functions Branch.   Responsible for administration of the Huntington
District Regulatory Functions Program and overall quality control of the program

b.  Chief, North Permit Section.   Responsible for administration of permit actions, compliance
inspections, and surveillance activities and quality control of regulatory functions in the
geographical areas of Huntington District in Ohio and Kentucky.

c.  Chief, South Permit Section.   Responsible for administration of permit actions, compliance
inspections, and surveillance activities and quality control of regulatory functions in the
geographical areas of Huntington District in West Virginia.

d.  Regulatory and Environmental Protection Specialists.   Responsible for the quality control
of individual processing of permits, compliance inspections, surveillance activities, and other
special assignments relating to administration of the regulatory functions programs.

e.  Clerical staff.  Responsible for clerical support of all permits actions, compliance
inspections, surveillance activities, and quality control of Regulatory Program in the Huntington
District.

4.  Quality Control Processes.  The Quality Control processes involves a series of actions to
insure all construction, work, and filling under the jurisdiction of Section 10 of the River and
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Harbor Act of 1899 and Section 404 of the Clean Water Act are processed in accordance with
law and the regulations governing the program as published in the Federal Register.  Laws and
regulations require all permit actions be fully coordinated with federal, state and local agencies,
and the public.  All permit decisions must fully consider the overall public interest before final
decisions are reached.  Regulations require that permit actions be completed within prescribed
time frames.  Coordination requirements, factors that must be considered, and time frames
prescribed by regulations all provide the quality control guidelines to insure a quality product is
delivered to the public.

a.  Quality Production.

(1)  Hire a staff of highly qualified individuals with expertise in engineering, biology,
ecology, wetland and environmental sciences and experience working with the public.

(2)  Retain under contract expertise at local universities for staff support involving
complex/controversial projects.

(3)  Provide staff training in Prospect classes, wetland classes, Section 106 courses, and
continuing education at local universities.

(4)  Provide opportunities for staff development by encouraging participation in
professional conferences, workshops, professional group meeting, monthly branch meetings,
weekly sections meeting, and provide regulatory guidance from OCE by way of regulatory
teleconference notes, RGLS, and other information supplied.

(5)  Define in TAPES expected employee job performance standards and review twice
yearly.

(6)  Recognize achievement by award presentations (i.e. on the spot, performance)

b.  Internal Checks And Reviews.

(1)  Enter incoming work into database (RAMS) and assign to staff as designated by
section chief.

(2)  Follow application processes in place and use existing time frames for processing
work.

(3)  Route all outgoing work through appropriate review offices (i.e. office of counsel,
division chief, DE).

(4)  Review workload and discuss projects and decision-making at weekly staff
meeting/monthly branch meetings.
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(5)  Respond to all Congressional and FOIA inquiries in a timely manner and according to
internal suspense system.

(6)  Use District internal review to public notices in permit decision making process.

(7)  Respond to customer telephone inquiries in outgoing responses.

(8)  Use existing delegation of authority to properly process outgoing responses.

(9)  Route controversial/complex projects correspondence and decision-making
documents through additional internal review as appropriate.

c.  External Checks And Reviews.

(1)  Pre-application meetings with the applicant and representatives from involved federal,
state, and local agencies are conducted on proposed projects that benefit from input received prior
to application submission.

(2)  Public Notices, inviting comment, are mailed to the applicant, adjacent property
owners, federal and state resource agencies, political representatives, local post offices, and to an
existing mailing list for that particular state (the public may request to be on the mailing list).

(3)  All comments received in response to a public notice become a part of the file and are
considered in the decision making process.

(4)  All comments and requests for public hearings are acknowledged by letter.

(5)  Copies of comments received are provided to the applicant to allow opportunity to
resolve or rebut.

(6)  Meetings with the applicant and representatives from resource agencies are conducted
routinely to review the proposed project and recommend modifications as appropriate.

(7)  Permit decision letters are provided to those who comment on proposed projects and
quarterly public notices are issued listing permits issued.

(8)  Renewals/changes in general permits are advertised by public notice to invite
comment.

(9)  Work conducted on navigable waters are advertised via a Notice to Navigation to
assist the navigation industry.

5.  Performance Measures.  Regulatory performance indicators are based upon quarterly input
for use in HQUSACE CMR review and for reporting to the Secretary of the Army.  These
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standards are based on performance and numerical goals regarding permit issuance, to provide a
source of workload and performance information on the Regulatory Program, and are frequently
requested by Congress, other agencies, and non-government organizations. Two performance
measures used in CMR are as follows.

a.  a percent of standard permits completed in less than 120 days

b.  a percent of all actions completed in less than 60 days.
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QUALITY CONTROL FOR FLOOD CONTROL

1.  Business Product.  Flood Control.

2.  Roles And Responsibilities.  Huntington District has 35 flood control dams that are operated
for flood control purposes.  It is the Division’s responsibility to insure these dams are maintained
and staffed to insure that when flood operations are required, the project has been properly
maintained to operate as designed and the project is staffed to perform the necessary gate
operations.  Division responsibilities include.

a.  participation in periodic inspections to detect major maintenance requirements

b.  budgeting and scheduling for major maintenance requirements

c.  the budgeting and coordination with the Reservoir Control section in Engineering Division

d.  coordination and scheduling of engineering and design with engineering division for major
maintenance requirements

e.  performance of day-to-day maintenance

f.  performance of gate operations in accordance with the Water Control Manuals, Dam
Tenders Guides, and the special directives of the Reservoir Control Section of H&H Branch.

3.  Responsibilities - General.

a.  Operations Project Managers (OPM’s).  OPM’s are responsible for the overall
management and quality control of a grouping of Flood Control Projects in a specific
geographical area.  They are responsible to insure individual projects in their areas are staffed,
trained and budgeted for flood control operations.

b.  Projects Managers and Project Supervisors.   Project managers and supervisors are
responsible for day-to-day operation, maintenance, and quality control management of the project.

c.  Maintenance Leaders, Maintenance Workers, and Project Administrative Employees.
Maintenance Leaders, Maintenance Workers, and Project Administrative Employees are
responsible for day-to-day operation and maintenance of the flood control projects.

4.  Quality Control Processes.  Flood control operations at projects in the Huntington District
are operated to control flood flows in the stream basin immediately below the project.  The
projects are also operated as components of comprehensive flood control effort on a basin wide
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basis such as the Ohio River.  Accordingly floodgate operations are based upon the scope of
flooding occurring.  The most important factor in the quality control of flood control operations is
insuring the projects are maintained in a manner to insure all equipment will operate as designed
when a flood occurs.  Periodic and intermediate inspections are performed by District Office
engineers and specialists to evaluate the structural, mechanical, and electrical components of the
dam, outlet works and spillway.  These inspections are a major component of the quality
management system for our flood control projects insuring the dam and operating features
perform flood control operations as designed.  Deficiencies detected during these inspections can
be programmed for maintenance and repair before a breakdown would occur impacting flood
control operations.  The second most important factor is having a trained staff on site to perform
gate operations when required.  During flooding conditions many decisions are made at the
project level.  At times the Reservoir Control Section directs flood control gate operations;
therefore, coordination and communication between project personnel.  Reservoir Control staff is
imperative to insure we achieve designed flood control services for the public.  We must have a
quality control system process that insures project readiness and maintenance, proper staffing and
training, and communication among essential project and district office elements.

a.  Quality Production.

(1)  Annual and five year maintenance plans are developed and maintained to identify
routine, periodic and long-term maintenance requirements, repairs, needs and deficiencies for
operating equipment and operation of the flood control project.

(2)  Systematic Daily, weekly, monthly, and annual inspections are performed by project
personnel to monitor various parts and features of the dam and operational components to insure
the project is operational ready and safe.  These include operating emergency power generators,
installing gates and bulkheads, and operating equipment on a scheduled basis to verify all
equipment is functional.  During flood events piezometer readings are performed, lake and
downstream gages are read and verified, toe drains and relief wells are observed and downstream
flows and lake elevations are monitored.

(3)  District Office specialists perform periodic and intermediate inspections.  These
inspections are intensive, through inspections and evaluations by trained professional civil,
structural, electrical, and mechanical engineer, evaluating all structural and mechanical features of
our flood control projects.

(4)  All technical project employees are trained and cross trained in operation of the dam,
various water regulation duties, and periodically provided DOMP training to insure employees are
knowledgeable of all aspects of dam safety, public safety, and operation of the dam.  Annual
“Dam Safety Exercises” are performed to insure a high state of readiness.

b.  Internal Checks And Reviews.
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(1)  Operation Project Managers (OPM) supervise, coordinate and manage a series of
flood control dams to insure the dams are maintained, operated and managed to perform on a
daily and long term basis as an integral part of the basin flood control system.  Periodic
inspections and site visits are conducted by OPM’s.

(2)  Daily, weekly and monthly reporting and communication systems are in place to
insure each management level and technical division level involved with the operation and
maintenance of our flood control dams are aware of any problems and the operational status of
each flood control dam.

During flood operations, flood control dam project personnel maintain contact with
hydraulic engineer specialists in our Reservoir Control Section to insure proper gate operations
are made and flood flow releases are accurate.  Reservoir operations are monitored through the
computer.  Likewise, during major impounding of flood waters, stepped up inspections of critical
areas of the dam and appurtenant works are performed by project personnel and coordinated with
the Dam Safety Section of Engineering Division.

(3)  Area staff meeting and individual project staff and safety meeting are conducted on a
regular basis to insure maximum coordination, exchange of ideas, and involvement of senior and
middle management staff with project operation level staff employees.

(4)  TAPES.  Each employee is rated on their water control management skills during
mid-year and annual performance ratings.  After-action reports are prepared after major flood
events to evaluate project performance, problems, and to implement lessons learned from the
flood event.

c.  External Checks And Reviews.

(1)  Flood control operations and activities are coordinated with state and local emergency
coordinators and with appropriate state and federal agencies (e.g. National Weather Service and
USGS) to help prevent flood damages, to insure our project operators do not endanger public
safety and to insure our project operations and actions appropriately integrate with the roles and
responsibilities of other agencies.

(2)  Flood control operations are coordinated with the local media by the projects and the
District office public affairs office to insure the public is made aware of the Corps of Engineers
flood control capabilities, limitations, and responsibilities.

(3)  Local Protection Project (LPP) inspections are performed with local sponsors and
coordinate flood control operations with the LPP sponsors.

(4)  Project “open houses” are conducted following major flood events to explain
operational procedures and flood reduction impacts.
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(5)  Projects and district office are staffed for extended hours during major flood events to
respond to customer concerns and inquiries.

5.  Performance Measures.

a.  National Performance Measures and Business function indicators have been developed to
evaluate the performance of Corps of Engineers flood control business functions.

b.  One national measure developed is the percentage of time the project is available to
provide flood protection.  This is the number of days per year (less unscheduled delays) the flood
control project is available to perform its designed purpose compared to the number of days in the
year.  This measure demonstrates the degree of readiness of the flood control project to perform
its designed purpose.  The goal is to achieve project availability 90% of the time.

c.  Another business function indicator is the individual average damages prevented by an
individual project.  Comparing average annual damages prevented to the projects annual
construction and operation costs provides an indicator of the projects intended economic value.
Cumulative flood damages prevented can also be compared to original construction costs to
provide a measure of investment value.

d.  Flood control projects also provide an unmeasurable value to the safety, health, and
emotional well being to the downstream communities and residents who are spared the
consequences of flooding that would occur if the dam had not been built.  While there are not
formal performance measures for such benefits, these benefits are normally recognized and praised
in the media after a flood event where our project is responsible for providing significant flood
damages, preventing property damage, and saving lives.
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QUALITY CONTROL FOR NAVIGATION

1.  Business Product.  Navigation.

2.  Roles And Responsibilities.  Huntington District has nine locks and dams, six on the Ohio
and three on the Kanawha, that are operated for navigation purposes in the Huntington District.
These nine projects in conjunction with the channel maintenance and dredging program provide a
nine foot deep commercial navigation channel on the Ohio and Kanawha Rivers, the lower Big
Sandy and Elk Rivers and backwaters of the Ohio and Kanawha Rivers.  Operation of the six
navigation locks and dams on the Ohio River provide a nine-foot deep navigation channel that is
an integral component of  the Ohio River-Mississippi River inland waterway system between
Pittsburgh, Pennsylvania and the Gulf of Mexico at New Orleans.  All locks operate 24 hours a
day.  Shutdown or closure of a lock and the subsequent delay of commercial navigation for even a
short period of time has a significant economic impact upon the commercial navigation industry
and the national public interest.  Therefore, the quality management system for navigation must
insure that our locks and dams are maintained and operated with minimal closures.  Likewise the
channel maintenance program must be managed to insure the navigation channel is maintained to
required depths.  Failure to maintain the channel in accordance with published navigation depths
could result in navigation accidents, and blockage of navigation.

3.  Responsibilities - General.

a.  Operations Project Managers (OPM’s).  OPM’s are responsible for the overall
management and quality control of locks and dams in a specific geographical area.  The OPM’s
are responsible to insure individual locks and dams in their areas are staffed, trained, and budgeted
to insure operation of the locks and dams under their management.

b.  Lockmasters.   Lockmasters are responsible for day-to-day operation, maintenance, and
quality control management of their locks and dam.

c.  Leader, Dredging Team.   Team leader oversees operations involving channel surveying and
surveillance, channel maintenance dredging, navigation accident investigations, issuance of Notice
to Navigation Interests, inspecting stream related construction activities, publishing navigation
charts, and reviewing and monitoring bridge construction across navigable waterways.  Team is
responsible for the operation and maintenance of navigability for approximately 450 miles of
commercially navigable channels within the District.

d.  Maintenance Personnel, Lock and Dam Operators, and Project Administrative Employees.
Maintenance Personnel, Lock and Dam Operators, and Project Administrative employees are
responsible for performing daily operation and maintenance of the locks and dam.
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4.  Quality Control Processes.  The quality control process involves a series of actions that
insures our locks and dams are maintained and operated in a manner to insure the maximum
availability of  the locks for commercial navigation.  Periodic inspections are conducted at each
lock and dam every five years.  These inspections are conducted by District Office specialists and
engineers that evaluate the structural, mechanical, electrical and operational components of the
project.  These inspections are a major component of the comprehensive quality management
system to insure that the locks and dam are being maintained in accordance with the original
design requirements.  Deficiencies discovered during inspections are scheduled for repair before
breakdowns occur that could cause a lock shutdown.  Routine and major preventive maintenance
are integral parts of the overall quality management system.  Execution of a quality maintenance
program is the most important components of insuring our locks and dams provide the navigation
industry with optimum service.  Channel surveillance trips are accomplished in a timely manner
following seasonal high water events to ascertain channel conditions.  Reconnaissance and/or
hydrographic surveys are conducted to determine the extent of shoaling and develop channel
maintenance dredging requirements to remove restrictive disposition of material.  Dredging
contracts can be administered under emergency procedures or planned and scheduled within time
frames that preclude unreasonable obstruction or blockage of the navigable channel.  Pre-dredge
and post-dredge surveys are performed to insure that project dimensions are restored and
contractor’s productivity is acceptable.

a.  Quality Production.

(1)  Annual and five year maintenance plans are developed and maintained to identify
routine, periodic, and long-term maintenance deficiencies, needs, and repairs for operating
equipment and operation of the locks and dams.

(2)  District Office specialists perform periodic and intermediate inspections.  These
inspections are intensive, thorough evaluations by trained professional civil, structural,
mechanical, and electrical engineers that evaluate all structural and mechanical features of the
locks and dams.

(3)  Lockmasters attend National Lockmaster’s Convention on 2 to 3 year intervals in
which we invest a week of valuable time in sharing numerous areas of concern and different
operating practices and maintenance work concerns.

(4)  Weekly and monthly safety sessions at projects are used to identify and correct
deficiencies which are directly related to project availability.

(5)  Qualified mechanical and electrical equipment maintenance employees are hired and
trained to insure proper maintenance and repair of the complex operating equipment at the locks
and dams.
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(6)  Systematic daily, weekly, monthly, and annual inspections are scheduled and
performed by project personnel to monitor various parts and features of the locks and dam to
insure the project is operational ready and safe.

(7)  For the dredging team, skills’ training is provided to staff to improve and expand job
skills and to keep abreast of the technology curve.  All dredge team employees are counseled
annually and performance evaluations are completed timely.  Detailed training plan is provided to
meet employee career development.  Dredge team employees are given positive guidance on
responsibility to insure contractor compliance with contract requirements.  Institutional
knowledge is provided to lower-graded employees regularly and more often when work
assignments are more complex.

b.  Internal Checks And Reviews.

(1)  Special meetings are conducted among project crewmembers to gather the thoughts
and concerns of all team members to insure the total availability of the locks.

(2)  Peer reviews are conducted at each project on a 3-year cycle, consisting of a team of
peers that help to point out possible deficiencies and generate constructive ideas.

(3)  Operation Project Managers (OPM) supervise, coordinate, and manage a series of
locks and dams to insure the locks and dams are maintained, operated, and managed to perform
on a daily and long-term basis as an integral feature of the Ohio River navigation system.

(4)  Daily, weekly, and monthly reporting systems are in place to insure each management
level of the Corps of Engineers are made aware of any problems at our navigation projects.  The
necessary technical, engineering, and staff support can then be immediately provided if problems
occur that would impact the locks ability to operate.

(5)  All contract channel maintenance activities are accomplished by equipment rental
contracts.  These contracts are 100% inspected by government personnel with the institutional
knowledge and skills required assuring quality performance from the contractor.  Internal safety
meetings are conducted and employees are furnished with instructions on responsibility to insure
contractor safety and to be conscious of their own safety during field activities and in the office.
Progress reports of channel maintenance dredging are reviewed periodically to insure program
scheduling and execution deadlines are met.

c.  External Checks And Reviews.

(1)  Work group meetings, teleconferences, and communications are maintained on a
continuing basis between Corps of Engineers navigation managers, Coast Guard representatives
and navigation industry representatives to discuss navigation concerns, such as high water, ice,
navigational hazards or obstructions.
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(2)  Meetings with the Coast Guard and navigation industry representatives are regularly
conducted to communicate important concerns and potential improvements in operation
procedures and practices.

(3)  Day-to-day communication and contact is maintained with the navigation industry
including tow boat pilots, dock operators, and river industry representatives which provides
immediate feedback to Corps managers responsible for day-to-day operation of the locks and
dams.

(4)  Navigation notices are issued to the navigation industry advising navigation interests
of navigation hazards, obstructions, lock closures, construction activities in navigable waters, and
other information vital to the navigation industry.

(5)  Partnering meetings with the U.S. Coast Guard, Navigation Industry, and the Corps
of Engineers are held twice each year to advise waterways users of the dredging program, other
marine activities that may impact channel conditions, and solicit comments from industry on
improving navigation and determining adequacy of the navigation system.  Notices to Navigation
Interests of marine activities are coordinated, planned and disseminated timely to insure continued
navigation with minimal impact to the navigation industry and other waterways users.  Dredging
Team creates and maintains amicable relationship with commercial and public navigation interests
to discuss problems, recommendations and needs, and how the Corps might better facilitate the
use of navigable water and the structures there on.

5.  Performance Measures.  These national performance measures and business function service
indicators are part of the Corps overall quality management system for our navigation systems.

a.  National Performance Measures.  National Performance Measures have been developed to
evaluate the performance of the Corps of Engineers navigation system business functions.  The
following measures were developed

(1)  Unscheduled Closures – This measure requires reporting the number of unscheduled
days a lock is closed to traffic (excluding weather related closures) expressed as a percentage of
total days planned availability.  This demonstrates the ability to preclude or react to unscheduled
closures.  The goal is to have fewer than 75 of all lock closure days due to unscheduled closures
(excluding weather related).

(2)  Lock Chamber Days Available.  This is the percentage of total time a lock is open to
traffic.  This measure demonstrates a lock chambers availability for commercial and public traffic.
The goal is to have locks available for use at least 97% of the time.

b.  Other National Performance Indicators.   Other national performance indicators that are
used to evaluate our navigation system business functions include our operation and maintenance
costs per ton-mile and costs per ton.  In these evaluations, the costs to operate the locks and
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dams, perform maintenance dredging, and the systems overhead costs including maintenance and
management are all considered and evaluated.

c.  Channel Condition Surveys.  Channel condition surveys indicated that project dimensions
were available 100% of the time.  Reported groundings were the result of pilot error and/or
instances where companies electing to assume risk management by over drafting vessels.
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QUALITY CONTROL FOR RECREATION

1.  Business Product.  Recreation.

2.  Roles And Responsibilities.  Huntington Districts provides a wide variety of recreation
services and opportunities for the public at Corps lakes and recreation areas adjacent to the lakes.
Recreation at our lake projects includes operation and management of visitor centers,
campgrounds, beaches, picnic areas, playgrounds, boat launching ramps, scenic overlooks, hiking
and walking trails, hunting and fishing areas, and recreational boating.  Our customers have very
high expectations at our recreation areas.  They expect and deserve efficiently operated, well-
managed, clean, safe facilities and grounds.  With limited staffs and the use of maintenance service
contractors the Corps operates, maintains, and manages recreation activities at 44 lake and lock
and dam projects in the Huntington District.

3.  Responsibilities - General.

a.  Operations Project Managers (OPM’s).  OPM’s are responsible for the overall
management and quality control of a grouping of projects in a specific geographical area.  They
are responsible to insure that individual projects in their areas are staffed, trained, and budgeted to
operate and maintain the recreation services at individual projects.

b.  Project Managers, Project Supervisors, and Lockmasters.   Responsible for day-to-day
operation and quality control management of recreation activities at their projects.

c.  Park Rangers and Lake Project Assistants .  Responsible for providing a variety of services
to our customers and visitor to our projects.

d.  Maintenance Leaders and Maintenance Workers.  Responsible for performing maintenance
work at recreation sites and administering our maintenance contracts on recreational areas to
insure our recreational areas are safely and properly maintained to serve our visitors and
customers.

4.  Quality Control Processes.  The quality control processes includes a series of actions that
ensures that the recreation services provided at our projects meets the expectations of our
customers and the public.  These processes ensure that customers at our facilities are provided
with safe, clean, well-managed recreation areas.  Recreation services and support services are
reviewed by each supervisory level for conformance with regulations and policies. Processes are
in effect that allows our customers (the public) to provide immediate feedback when our services
fall below their expectations.
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a.  Quality Production.

(1)  Selections of resource managers and park rangers hired to manage our lake projects
and recreation areas are based on a broad range of recreation skills and knowledge to insure we
provide quality recreation services to the public.

(2)  Extensive and continuing staff development in park management and visitor assistance
are provided to our park managers and rangers.  Professional certifications are encouraged for
those professional areas where available.

(3)  Entry level park rangers gain experience in park management and visitor assistance in
a structured format using our Ranger Handbook to insure they are trained in all areas to provide
quality services for our project visitors.

(4)  TAPES plans for Park Managers and Rangers incorporate measurable assignments
pertaining to quality recreational services.

(5)  Extensive utilization is made of private Service and Maintenance Contractors to insure
our recreation areas, equipment and services provide our visitors a quality, healthy and safe
environment.  These include Law Enforcement Contracts and Animal Damage Control contracts
with the U.S. Department of Agriculture.

(6)  Master Plans for each project are reviewed and updated allowing opportunity for
review, planning, and improvements to project recreation services and facilities and natural
resource management.

(7)  Recreation sites and facilities are reviewed to insure compliance with ADA and
incorporate modifications as necessary to comply with accessibility standards prescribed by ADA.

b.  Internal Checks And Reviews.

(1)  Operation Project Managers through TAPES evaluations, project visits and
inspections by OPM’s and District staff (including Safety, ERGO, OSHA) provide a continuing
internal quality review of recreation services provided at our projects.

(2)  Comprehensive facilities checklists are prepared and submitted to managers to identify
hazards and improvements that need programmed and accomplished to insure safe, quality
recreation at the projects.

(3)  Project staffs conduct ongoing visitor carrying capacity evaluations to insure quality
recreation experiences are provided and natural resources are protected.

(4)  Ranger patrols by foot, vehicle, boat, and air help to monitor the quality of recreation
services and provide assistance and protection to our visitors and public.
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(5)  Extensive quality assurance of our service and maintenance contracts is performed
including pre-bid and pre-work conferences, review of contract technical proposals, evaluating
and approving contractor quality control plans, inspection checklists, oversight of the contractor
safety program, and a comprehensive inspection system of all contractor services provided.
Compliance inspections of project concessionaires and leases are performed.

(6)  The National Resource Management Checklist is used by District Office Program
Managers and Operation Project Managers to evaluate the programs performed parks and lakes
and to evaluate compliance with the regulations governing activities at our projects.

c.  External Checks And Reviews.

(1)  Park managers, rangers, government employees and contractor employees interacting
with the public are trained on the importance of providing quality service to the public,
maintaining a pleasant, open, and cooperative altitude, and being receptive and responsive to
public concerns and complaints.

(2)  Open houses are held at projects to show the public first hand the recreational
opportunities and services, the natural resource management and flood control services the Corps
provides.

(3)  Public feedback and comments on Corps recreation services are actively solicited
through the Corps “Comment Card” program.  Comment Cards are furnished to Corps visitors at
our recreation areas and campgrounds.  These cards ask our customers to rate our facilities, staff,
overall quality, and improvement areas.

(4)  Public outreach through television stories, regular column in local newspapers and
public service announcements on local radio dealing with water safety allow the public to better
understand the Corps of Engineers roles and responsibilities in recreation, and water resource
management.

(5)  The Corps of Engineers conducts annual and/or periodic management meetings with
state and federal agencies that have natural resource or recreation responsibilities on outgrant
areas.  Similar meetings are held on specific issues with mineral development companies,
concessionaires, state parks, etc.  Such meetings and coordination efforts provide feedback,
opportunities for development and improvement in our recreation planning and development.

(6)  Cooperative efforts and agreements and coordination of volunteers with civic and
fraternal groups have resulted in public participation in the improvement of our recreation
facilities and project resources.  These cooperative agreement programs and volunteer efforts
result in public involvement with Corps of Engineers management and operation of our lands and
facilities.
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(7)  Interpretative programs given both on-site at our projects and off-site at schools,
meeting, and fairs are provided on a variety of topics such as water safety, Corps missions, litter
control, natural resource protection, involve and educate the public on our programs and mission.

(8)  Carrying capacity studies are being conducted to measure visitor and customer
feedback on the quality of our recreational services and protection of our natural resources.

5.  Performance Measures.

a.  National Performance Measures and Level of Service indicators have been developed to
measure our recreation business functions.

b.  One national level of service indicator is a program developed by WES to evaluate and
compare the economic impacts of a recreation site to the operation and maintenance costs.

c.  Other level of service indicators includes percentage of campgrounds occupied and
operation and maintenance revenues received compared to visitor hours.

d.  Other National Performance Measures include the dollar value of volunteer efforts, the
number of completed Operational Management Plans and the dollars expended and areas affected
by Environmental Stewardship activities on project lands.
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QUALITY CONTROL FOR IN-HOUSE SUPPORT SERVICES

1.  Business Products.  Support services for field projects.

2.  Roles And Responsibilities.  Management Support Branch, Technical Support Branch,
Physical Support Branch, and Readiness Branch provide technical, administrative, and
maintenance support functions for our flood control and lock and dam projects.  These four
Branch offices are located in the Huntington District office and provide support functions that are
for the field.  Management Support Branch provides budgeting and personnel administrative
support functions.  Technical Support Branch provides field and in-house engineering support
services, contract administration coordination and support, environmental support, interpretive
services, sign and uniform coordination, safety administration and a variety of other technical and
management services.  Physical Support Branch utilizing the full service machine and repair shop
in Marietta, the fleet, and their staff of maintenance workers, ironworkers, and welders fabricate
repair parts and perform major repair for the locks and dams.  Readiness Branch in addition to
responding to disasters in Huntington District and as requested by the Corps of Engineers at the
Division and National levels, provides technical support for environmental, water supply, and
sewage system requirements for the field projects.

3.  Responsibilities - General.

a.  Branch Chiefs.  Responsible to insure the policies, procedures, and quality of work
performed in the Branch are performed on time, within budget, and of professional quality.

b.  Project Managers and Team Members.  Responsible for producing quality products in their
respective area of responsibility.

4.  Quality Control Processes.  The quality control processes involve a series of reviews and
evaluations by supervisors, managers and Branch Chiefs to ensure the technical, and
administrative support services provided to the field are quality products.  Technical services and
actions are reviewed by each supervisory level for conformance with regulations, policy, and
design adequacy.  Final quality control check is provided by the field (the customers) which
provides immediate, direct feedback on the quality of services provided.

a.  Quality Production.   Each Branch in Operations Division has recruited a multidisciplinary
staff to meet the variety of administrative, technical, engineering and environmental services
provided by their respective branches.  Each Branch has a training program to insure individual
employees are trained to perform the multitude of administrative and technical support services
for our flood control projects and locks and dams.  The goal of each Branch is to provide quality
technical, engineering resource management, and administrative services to the field projects.
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Quality is brought into the services provided by placing individual responsibility on Program
Managers and team members to provide services and responses to field requests on schedule and
with professional quality.  The requirement for timely, quality service is incorporated into
Program Managers and team members TAPES.  The Division Chief and Branch Chiefs emphasize
in staff meetings and day-to-day assignments that it is imperative that quality, timely and
professional services be provided to our field projects.

b.  Internal Checks And Reviews.  Each Program Manager and Division Team Member is
responsible for providing quality service and products to the field.  Only quality products shall be
released for use by the field.  Team Leaders, supervisors, Branch Chiefs, and the Division Chief
perform reviews of services and products being provided prior to their delivery to the field and
implementation.  The organizational structure in OR has been developed to insure there are
adequate internal quality checks and reviews of all work, services and products performed in OR.

c.  External Checks And Reviews.  District Office Branch Chiefs, Program Managers, and
Team Members communicate regularly to insure the technical and administrative services and
products provided by District Office Support Branches are clearly understood, are what the field
requested, and provided within the time frames requested.  Each week there are staff meetings
held at the Division and Branch levels to discuss projects, programs, and assignments.  Periodic
OPM meetings are conducted with the Division Chief, Branch Chiefs, OPM’s and Program
Managers to discuss division activities, problems and suspense’s.  These meetings and day-to-day
communications provide continuous quality control checks and reviews on the programs,
products, and services.  This ongoing effort of maintaining communications and working as a
team ensures quality, professional services are provided on schedule.

5.  Performance Measures.  National Performance Measures and level of service indicators in
OR have been developed for flood control, navigation, and recreation services.  A majority of the
services provided by Technical Support, Management Support, and Physical Support are support
services for flood control, navigation and recreation.  Therefore these performance measures and
service indicators indirectly reflect the performance of OR support branches.
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QUALITY CONTROL FOR READINESS BRANCH

1.  Purpose.  This supplement provides the general policies and procedures for the execution of
Quality Control and Quality Assurance for products, services, and activities within the Readiness
Branch, Operations and Readiness Division, Huntington District.

2.  Applicability.  This quality management plan applies to all major business functions and
services provided by Readiness Branch.  The business functions and services include providing
support in emergencies, maintaining the Emergency Operations Center, inspecting the local
protection projects and providing technical support for operation, providing design services and
technical assistance for water and wastewater facilities, and assessing environmental compliance
at our operating projects.  The business functions and services are listed and summarized below.

a.  Natural/National Emergency Management Program.

(1)  Supports readiness activities authorized under Public Law 84-99 and Engineer
Regulation 500-1-1

(2)  Provides support activities for the Federal Emergency Management Agency under
Public Law 93-288

(3)  Provides support activities for the Operations and Maintenance National Emergency
Program

(4)  QC/QA per the Internal Control Checklist contained in ER 11-1-320, Emergency
Management Program.

(5)  Division issues guidance on which plans are to be reviewed and updated.  District
Emergency Managers meet with Division once each year to review plans.  Division sets
milestones and reviews the draft plans.  Our plans are staffed through the District for comment.

b.  Emergency Operations Center.

(1)  Maintains the Emergency Operations Center as the command and control center for
the Huntington District

(2)  Collects and analyzes data, allocates resources, disseminates information and provides
command and control for all emergencies

(3)  EOC technology will be kept current as to be fully compatible with communication
and information needs and of HQUSACE, other Divisions and Districts, and State and Local
customers.



ADD H-6
CELRHR 5-2-7

1 May 99

H-6-3

c.  Local Protection Projects.

(1)  Conducts inspections of local protection projects to ensure proper operation and
maintenance

(2)  Reviews proposals for construction activities on or near local protection projects

(3)  Provides technical support during flood operations and provides rehabilitation
assistance for any projects that sustain flood damages

d.  Environmental Facilities Program.

(1)  Provides design services for modifications to potable water and sewage treatment
systems

(2)  Provides contracting services for the collection and analysis of potable water and
sewage samples in order to establish compliance with state and federal water quality standards

(3)  Provides technical assistance to potable water and sewage plant operators

(4)  Obtains/maintains required permits for water and sewage treatment plant operations

e.  Environmental Compliance Program.

(1)  Ensures that all Huntington District operating projects maintain compliance with
Federal, State and local laws

3.  Responsibilities.

a.  Chief, Readiness Branch.  Responsible to ensure policies, procedures, and quality of work
are met in the branch.

b.  Natural Emergency Program Manager, Civil Engineer.  Responsible for the creation of
readiness plans, training and exercises;  preparation of budgets and work plans; maintaining liaison
with state and local officials; obtaining and dispatching temporary duty personnel to emergency
operations inside and outside District; provides assignments, monitors progress and prepares
evaluation of reservists assigned to the Individual Ready Reserve Program in Readiness Branch.

c.  Local Protection Project Manager, Civil Engineer.   Responsible for quality control of the
local protection projects program and the intern program for Operations and Readiness Division.
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d.  Environmental Facilities Program Manager, Environmental Engineer.  Responsible for
providing technical services to operating projects regarding environmental compliance, solid and
hazardous wastes, sanitation and potable water services

e.  Environmental Compliance Manager, Environmental Engineer.  Responsible for managing
the environmental compliance program for Operations and Readiness Division and providing
technical services to operating projects for water and wastewater management.

f.  Assistant Environmental Compliance Manager, Ecologist.   Responsible for managing the
environmental compliance program for Operations and Readiness Division.

4.  Performance Measures.  Performance measures have been developed for all major business
functions in Readiness Branch.  These performance measures are used to manage and control
services, schedules, and costs of the business functions in Readiness Branch, to insure quality
products are provided to the public and to insure the costs for our business functions are
reasonable.  In addition to the performance measures for each business function, each function
and product is governed and regulated by laws, regulations and procedures to ensure the products
and services we provide to the public are of highest quality.  For each business function, there are
various procedures whereby we receive feedback from our customers that assists in our
evaluation of the quality of services and products we are providing.  Our Quality Control
processes, reviews, and checks for each business function in Readiness Branch are presented
below.
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QUALITY CONTROL FOR LOCAL PROTECTION PROJECTS

1.  Business Products.  Inspections conducted under Title 33, Part 208, of the Code of Federal
Regulations and under Public Law (PL) 84-99 to insure that local protection projects (LPP’s) are
operated and maintained in a manner that maximizes flood protection.  Review proposals of local
sponsors to perform construction activities on or near LPP’s.  Provide technical support to local
sponsors during flood operations of LPP’s, and, in accordance with PL 84-99, provide
rehabilitation assistance to those LPP’s that sustain major damage during high water.  Develop
rotational schedules through Operations and Readiness Division for new interns that provide an
overview of the work accomplished by the Division and meet the career development goals of the
intern.

2.  Roles And Responsibilities.  The Readiness Branch has responsibility for the administration
of the inspection of completed works program for the 64 LPP’s constructed by the Huntington
District Corps of Engineers and turned over to local sponsors for operation and maintenance, and
for the 3 LPP’s constructed, operated and maintained by non-federal entities and have been
brought into the Corps' rehabilitation and inspection program under PL 84-99.  Review
construction proposals from local sponsors with respect to the operations and maintenance of the
project, and coordinate such proposals with other Divisions (i.e., Engineering Division, Real
Estate Division, Office of Council, etc.) for their review with respect to how such proposals may
affect their functional element.  During flood events, remain aware of the high water situation by
monitoring river gages, coordinating with Hydraulics Branch in Engineering Division, obtaining
National Weather Service river forecasts, and coordinating with and disseminating information to
local sponsors.  Maintain contact with local sponsors during high water events to ensure proper
operation of the LPP’s and to provide technical assistance for problems that may occur.  Once
water levels reach a point which necessitates installation of gate closures, deploy Corps liaisons
from Engineering Division to the LPP’s to provide on-site technical assistance.  For LPP’s that
sustain major damage during high water events, provide rehabilitation assistance to the local
sponsor to restore the project to its original flood protection capability.  Develop a schedule of
rotation through Operations and Readiness Division for interns.  Meet with the interns upon
initiating their rotation through the Division to familiarize them on the Division, explain the
rotation process and introduce them to the Division and Branch Chiefs.

3.  Responsibilities - General.  Responsible for the quality control of the local protection
projects program and the Division's intern program.  Provides assistance to the natural emergency
manager in matters relating to emergency operations.

4.  Quality Control Processes.  The quality control process involves a series of actions to ensure
that all local protection projects are operated and maintained as set forth in Title 33, Part 208, of
the Code of Federal Regulations and in Public Law 84-99.  Inspection reports, proposal responses
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and technical services are reviewed, evaluated and approved by supervisors, managers and Branch
Chiefs to ensure quality products are provided to the local sponsors.  Final quality control check
is provided by the local sponsors which provide feedback on the quality of services provided.
Procedures for levee rehabilitation will follow ER 500-1-1.  Additional detail will assign the
Readiness Branch (Natural Manager or Levee Rehab Manager) as unit responsible for assembly
and oversight of the report.  Planning Division and Engineering & Construction Division are
major participants in the report, and their input responsibilities will be detailed.

a.  Quality Production.   Quality assurance insured through the TAPES process.

b.  Internal Checks And Reviews.  A report is sent to local sponsors informing them of the
results of semi-annual LPP inspections.  The report is reviewed by Chief, Readiness Branch, and
is reviewed and approved by Chief, Operations and Readiness Division.  Proposals for
construction on or near local protection projects are reviewed by Chief, Readiness Branch, and
are reviewed and approved by Chief, Operations and Readiness Division.  During high water
events, briefings of the current situation of the LPP’s are held at which the District Engineer,
Deputy District Engineer, and/or key staff are given the opportunity to raise questions and offer
suggestions.  After the flood event, all personnel involved in the flood operations are given the
opportunity to provide feedback and offer suggestions through an After Action Report.  If an LPP
sustains damage during a flood event, a rehabilitation report is prepared by a project management
team and is reviewed and approved by the team, Readiness Branch, the Division and the District
Engineer.  Rotation schedules are reviewed and approved by the Division and Branch chiefs
before the intern begins rotation.

c.  External Checks And Reviews.  Local sponsors are encouraged to provide feedback and/or
suggestions of how the Corps can serve them better during the semi-annual meetings of the Upper
Ohio Valley Floodwall Association.  During high water events, Readiness Branch maintains
contact with local sponsors either by telephone or in person via liaison personnel in order to
ensure that the Corps is responding to the sponsor's needs.  The rehabilitation report outlining the
repair of damages that may have occurred during high water is reviewed and approved by both
the Ohio River and Great Lakes Division and Headquarters.  Interns are given the opportunity,
prior to beginning their rotation, to comment on and provide suggestions concerning the rotation
schedule.  An out-brief is held with the interns at the end of their rotation in which interns are
given the opportunity to provide feedback and suggestions of the Division's intern rotation
program.

5.  Performance Measures.  Official performance of the LPP program is measured by the
demonstration of the local sponsor of each LPP to correct deficiencies identified during the semi-
annual inspections and to properly operate the LPP’s during flood events.  Another performance
measure is to ensure local sponsors submit proposals for all construction work that may affect the
performance of the LPP’s and to respond to such proposals within 45 days.  Official performance
of the intern rotation program is measured by each intern's knowledge and experience gained
during their rotation through Operations and Readiness Division.  Another performance measure
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is to ensure that coordination between each intern and the Division and Branch chiefs is
conducted prior to the initiation of the intern's rotation.
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QUALITY CONTROL FOR EMERGENCY OPERATIONS

1.  Business Products.  Readiness activities authorized under Public Law (PL) 84-99 and
Engineer Regulation (ER) 500-1-1 include Flood Response, Post-flood Response (Recovery),
Levee Rehabilitation, Advance Measures, and Drought Assistance.  Under PL 93-288, activities
include a range of operations in support of the Federal Emergency Management Agency (FEMA).
Under the Operations and Maintenance, National Emergency Program, activities include the
preparation and planning activities for catastrophic earthquake response, reconstitution /
continuity of Government, vulnerability assessments, alternate Emergency Operations Center
(EOC) / Headquarters, and supervision of the Individual Ready Reserve (IRR) program.

2.  Roles And Responsibilities.  The Huntington District Readiness Branch is responsible for the
overall coordination of emergency operations for the Commander and is central in the operation
of the EOC during disaster events.  As lead District in the States of Ohio and West Virginia,
maintains liaison with State Emergency Management agencies.  Maintains close coordination with
Division office on all FEMA missions.  Performs upward reporting.  Sponsors and performs
training and exercises in response and recovery.  Writes and updates plans and After Action
Reports for catastrophic and routine disaster response and recovery.  Oversees levee rehabilitation
efforts and is responsible for assembly of rehabilitation report.

3.  Responsibilities - General.  A staff of 2-1/2  FTE’s includes a General Engineer (1/2 time), a
Civil Engineer, and an Emergency Management Assistant.  The National Emergency Program
Manager (Civil Engineer) position has remained vacant since 1992;  the duties of that position
have been assimilated by the others members of the Emergency team.

a.  Chief, Readiness Branch, is a General Engineer.  Receives direction from higher
Headquarters for the Natural and National Emergency Programs, and is responsible for the quality
of the Readiness effort.

b.  Natural Emergency Program Manager is a Civil Engineer.  Responsible for the creation of
readiness plans, training and exercises;  preparation of budgets and work plans;  maintaining
liaison with state and local officials;  obtaining and dispatching temporary duty (TDY) personnel
to emergency operations inside and outside District;  provides assignments, monitors progress and
prepares evaluation of IRR’s assigned to the Readiness Branch.

c.  Emergency Management Assistant.   The Emergency Management Assistant (EOC
Coordinator) is responsible for record keeping for disaster events;  tracking of resources
(personnel and budgets);  and ordering and stocking emergency equipment and visibility items.
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4.  Quality Control Processes.  Headquarters US Army Corps of Engineers (HQUSACE) and
Division specifies products required of Districts, establishes suspense dates, minimum guidelines,
and provides funding.  Operations associated with the Natural Emergency Management Program
are well specified within several ER’s and are not subject to much interpretation;  problem areas
are further refined by HQUSACE through quarterly publication of “Readiness Management
Bulletins.”  National Emergency Program activities come from HQUSACE with explicit guidance
attached.  HQUSACE also has distributed an “Internal Control” checklist which is used annually
by all districts.  Command Management Reviews have been used in the past to ensure budget
expenditures and the writing of readiness plans were performed in a timely manner.

a.  Quality Production.   Efforts have been successful at training Readiness personnel through
the PROSPECT courses “Readiness Management - Basic” and “Readiness Management -
Advanced.”  Staff has been developed through the use of temporary assignments.  Staff is
encouraged to enroll in classes which serve to improve computer skills.  TAPES are required and
are reviewed frequently.

b.  Internal Checks And Reviews.  Plans and reports are controlled through the use of
“ticklers,” a time sensitive correspondence tracking system.  The “Internal Control” checklist is
completed and submitted annually.  Monthly budget reviews track expenditures against
programmed expenses detailed on 2101’s.  Weekly staff meetings monitor progress and assign
priorities to tasks.

c.  External Checks And Reviews.  Typical are satisfactory responses from state agencies,
FEMA, other Corps Districts receiving assistance from the Huntington District.

5.  Performance Measures.  Only current HQUSACE or Division level performance measures in
place are the “Internal Control” checklist which is required annually, and the 40 day deadline on
submission of levee rehabilitation reports.  Suggested performance measure at the District level
might be to incorporate budget expenditure targets.
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QUALITY CONTROL FOR
ENVIRONMENTAL REVIEW GUIDE FOR OPERATIONS (ERGO)

1.  Business Products.  The Environmental Review Guide for Operations (ERGO) program was
devised by OCE and CERL as a Corps-wide mechanism to insure that all USACE operating
projects maintain compliance with all Federal, State and local laws, including USACE
environmental requirements.

2.  Roles And Responsibilities.  The District Environmental Compliance Manager and the
Assistant Environmental Compliance Manager in the Readiness Branch, Operations Division are
responsible for the execution of the ERGO program.

3.  Responsibilities— General.  There are thirty-five flood control reservoirs, nine locks and
dams, a repair station, one warehouse, one pumping station, and a water quality lab that
constitute “operating projects” in the Huntington District.  Two individuals, the District
Environmental Compliance Manager (ECM) and the Assistant Environmental Compliance
Manager, in the Readiness Branch, have responsibility for conducting environmental compliance
reviews at these projects on a regularly scheduled basis.  Reviews are also conducted at all
outgranted facilities, e.g. marinas, state parks, etc. under leases administered by Real Estate
Division.  The purpose of these reviews is to insure compliance with all environmental laws and
regulations.

4.  Quality Control Processes.  The District ECM or Assistant ECM is responsible for leading
teams of reviewers to conduct environmental compliance reviews at operating projects. Team
members are chosen by the ECM or Assistant ECM because  of their particular expertise or
knowledge in a specific environmental area, providing that the situation at the operating project
requires that knowledge.  Reviewers are selected from District staff depending upon existing or
potential environmental issues at the operating project.  Twelve major environmental categories
are considered during an environmental compliance review, as follows.  Air Emissions, Cultural
and Historic Resources Management, Hazardous Materials Management, Hazardous Waste
Management, Natural Resources Management, Pesticides Management, Solid Waste
Management, Special Pollutants Management, Underground Storage Tank Management,
Wastewater Management, and Water Quality Management.

a.  Quality Production.   The environmental review process begins with a questionnaire
completed by the manager at a project or outgrant facility, and submitted to the District ECC.
The ECC chooses a review team based upon information contained in the questionnaire.  A
review is scheduled with concurrence from the project manager.  An in-briefing is held at the
beginning of the review at which time a specific schedule for the individual team members is
arrived at in order to accommodate personnel at the facility.  Also, at this time dialogue proceeds
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with project personnel to resolve issues that have surfaced during a previous review or which are
presently known to exist.  Following the in-briefing, a walk-through of different parts of the
facility takes place by review team members who are “matched” with correspondingly concerned
project personnel.  This allows a simultaneous review of many facets of the project or outgrant,
thereby increasing the efficiency of the review process.  An outbriefing follows the walk-through
review, during which time deficiencies are noted by the members of the review team.  At this time
alternative solutions to problems are proposed and discussed, and an exchange of ideas occur
between the review team members and project personnel.  During this time free expression of all
issues is encouraged.  Although the ultimate responsibility for achieving environmental
compliance rests with the facilities manager, the team leader emphasizes that all review team
members and other district personnel are available for consultation if the need exists.  A written
report of the environmental compliance review follows, under the signature of the Chief,
Operations and Readiness Division.  The report reinforces the discussions that occurred during
the outbriefing.  All review team members and many project personnel have undergone training in
the ERGO review process; all have access to the ERGO manual, which is used as a basis of the
environmental compliance review.  Every effort is made by the District ECC to match review
team members with project requirements.

b.  Internal Checks And Reviews.  A database which lists all deficiencies noted during the
review is maintained;  as the deficiencies are resolved, the corrective actions taken are added to
the data base.  Project personnel have been informed that information and guidance concerning
environmental issues can be secured from the District ECC or Assistant ECC.  Occasionally,
information is disseminated by the District ECC or by the Assistant District ECC at safety
meetings.

c.  External Checks And Reviews.  Maintaining environmental compliance in twelve major
categories and among Federal, State and local laws and regulations is a continuing process.
Because of district boundaries, laws and regulations originating from the U.S. Environmental
Protection Agency, Regions III, IV, and V, and the state codes of West Virginia, Ohio, Kentucky,
and Virginia must be obeyed.  To be considered also are USACE environmental regulations and
policies.

5.  Performance Measures.  Official performance of the ERGO program is measured by the
number of environmental compliance reviews conducted each fiscal year versus the number of
reviews scheduled.  Another performance measure is the formulation of corrective action plans to
correct deficiencies noted during reviews.  The initial frequency (Cycle I) of repeat reviews was
every three years.  Currently, the frequency for Cycle II  reviews is every five years.  The most
useful measure of performance is the comparison of successive reviews at the project; in this
regard, noting the few number of findings and other deficiencies, the ERGO program has been
highly successful in preventing potential environmental violations and in correcting those that
have occurred.
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QUALITY CONTROL FOR ENVIRONMENTAL FACILITIES PROGRAM

1.  Business Products.

a.  Provide design services and specification writing for modifications to existing potable
water and sewage treatment systems.

b.  Provide contracting services for the collection and analysis of potable water and sewage
samples in order to establish compliance with state and federal water quality standards.

c.  Provide technical assistance to potable water and sewage plant operators regarding
efficient operation of their systems.

d.  Obtain/maintain required permits for operation of all potable water and sewage systems.

e.  Conduct formal training for water sewage treatment plant operators.

2.  Roles And Responsibilities.  The environmental facilities program is responsible for
overseeing the delivery of safe potable water and sewage services to field project employees as
well as visitors to our lakes, campgrounds and navigation projects.

3.  Responsibilities – General.  Environmental Engineers. Responsible for providing technical
services to field projects regarding environmental compliance, solid and hazardous wastes,
sanitation and potable water services.

4.  Quality Control Processes.

a.  Quality Production.

(1)  Qualifications.  The Environmental Facilities Program is run by civil engineer with a
master’s degree in environmental engineering.  His program on emphasis was in water and
wastewater quality that makes him particularly suited for this position.  Although not yet a
licensed professional engineer, he has passed the Engineer In Training examination and is studying
for the PE.  He is supervised/mentored by two Professional Engineers licensed to practice in the
States of West Virginia, Ohio and Kentucky.  He is a licensed sewage treatment plant operator in
the State of West Virginia and is working on obtaining certification in the states of Ohio and
Kentucky.  He is also working on certification as a small water treatment plant operator in the
State of West Virginia.
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(2)  Training.  In order to remain abreast of the latest changes in the environmental field,
14 days of fully funded training are allotted for the program manager annually.  These days may
be used for attendance at national or regional conferences, internal Corps of Engineers
developmental training or training required to maintain the various certifications detailed above.

(3)  TAPES.  Performance objectives are developed/updated annually by the program
manager in conjunction with the Chief of Readiness Branch.  These dynamic, quantifiable
objectives incorporate input from the field project managers and area managers so that customer’s
needs are being addressed.

(4)  Education/Site Visits.  A large part of ensuring a quality environmental program is in
place involved training individual water and sewage treatment plant operators.  The program
manager conducts operator refresher training in one of the major EPA jurisdictions annually;
Ohio, Kentucky, or West Virginia.  In addition, each project is visited annually to ensure the
treatment systems are operating properly.  At this time, operators have the opportunity to discuss
issues with the program manager and propose upgrades/improvements to their systems as
necessary.

b.  Internal Checks And Reviews.  All work performed by the program managers is first
reviewed by the Branch Chief before submission to the field or regulatory agencies for action.  In
addition, the program manager briefs the status of continuing projects at all quarterly OPM
meetings.  Here, new projects are proposed, funding issues are discussed and the relative position
of each project on the priority list is updated.

c.  External Checks And Reviews.  Before actual construction can begin on any water or
sewage system upgrade, the proposal must first be reviewed by the corresponding State
Department of Environmental Protection which has jurisdiction over the proposed project.  These
reviews ensure compliance with all environmental regulations and provide a check for the
technical soundness of the proposal.  The performance of all water and sewage systems is
measured through monthly monitoring of water and effluent quality.  Certified private laboratories
conduct these tests and the results are provided to the state regulatory agencies.  Many of these
tests are conducted in greater detail and with more frequency than required so that the public and
our employees are assured we are meeting or exceeding all environmental and safe drinking water
standards.

5.  Performance Measures.
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a.  Receive no Notices of Violation for any water or sewage system operating under approved
permits with in the District’s boundaries.

b.  Ensure all operators are trained and licensed to operate water and sewage treatment
systems within their areas of responsibility.

c.  Execute all projects funded for a particular fiscal year.
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QUALITY CONTROL FOR EMERGENCY OPERATIONS CENTER

1.  Business Product.  Maintains, in a constant state of readiness, the Emergency Operations
Center (EOC) which serves as the  command and control center for the Huntington District
during an emergency.  Responsible for collecting and analyzing data, allocating resources,
disseminating information and providing command and control for all emergencies.

2.  Roles And Responsibilities.  The EOC Coordinator is the point of contact for maintaining the
EOC in a state of readiness for any type of emergency.  Ensures equipment, supplies and
resources needed are available for immediate response.  Provides support to program managers in
developing and updating emergency preparedness and response plans.  Administers the Individual
Mobilization Augmentee Program.

3.  Responsibilities - General.  As directed, activates the EOC by preparing an Activation
Memorandum to be signed by the Commander and distributed to all Division and Office Chiefs.
An Activation Situation Report (SITREP) will also be prepared and transmitted.  If additional
personnel are required, a Request for Detail Assignments will be prepared and forwarded to
Human Resources.  Responsible for directing the administration of EOC operations during
activation.  Monitors all incoming and outgoing communications.  Ensures all information, to be
used for briefings, displayed on maps, charts, etc. is accurate.  Coordinates with Hydrology and
Hydraulics Branch to obtain current weather information.  Prepares an Emergency Operations
Summary daily to show District missions, personnel, contracts and coordination with other
Federal and State agencies.  Compiles information, prepares and electronically transmit daily
SITREP’s.   Prepares EOC Close-out Report and Deactivation Checklist when EOC is returned
to Level I activation.  Prepares Requests for Orders and coordinates all aspects of the IMA
Program.

4.  Quality Control Processes.  Activation and administration of the District EOC involves a
series of actions to insure compliance with the Standard Operating Procedure for EOC
Operations, ER 500-1-1 and Emergency Operations C2 Regulation, as required by higher
headquarters.  Regulations require that actions be completed within prescribed time frames.
Response time and proper coordination are essential elements in handling any emergency and
provide quality control guidelines to insure optimum command and control.

a.  Quality Production.   Participated in compiling information and preparing Standard
Operating Procedures for Emergency Operations Center.  Participates in exercises with higher
headquarters and other districts to ensure personnel and equipment are prepared to deal with any
emergency.  Monthly training in activation and administration of EOC in an emergency, such as
operation of equipment, formatting of SITREP’s, etc.  Train administrative personnel from other
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offices to work in the EOC in case of an emergency where additional manpower is required.
Attend PROSPECT training courses dealing with Readiness.

b.  Internal Checks And Reviews.  Briefings are held daily during activation to ensure staff
support and Commander’s assessments of the situation.  The District Engineer, Deputy District
Engineer and/or key staff are provided the opportunity to offer feedback and suggestions.  An
Activation Checklist is prepared to ensure rapid and accurate response.  After deactivation has
occurred, each division is tasked to prepare an Impressions Report and an After Action Report
describing their opinion of the administration of the emergency.  After deactivation, a Return to
Level I Check List is prepared to ensure timeliness and tasks performed in accordance with
policies and procedures.

c.  External Checks And Reviews.  Coordination with State(s) Emergency Operations Center
personnel is essential to the efficient administration of any emergency.  Coordination with division
and headquarters is maintained during emergency operations to keep them informed of the
District’s response authorities.  Coordinates with other districts and divisions when additional
personnel are needed to assist in an emergency in the Huntington District or Huntington District
personnel are needed at another district or division.  Receive many inquiries from the public and
the media which are coordinated with a Public Affairs representative.  After action reports are
prepared and forwarded to higher headquarters for quality review and recommendations of the
administration of the emergency.

5.  Performance Measures.  The after-action report not only covers positive measures taken
during an emergency but also outlines situations that could have been handled more efficiently.  A
Corrective Action Plan is developed to correct deficiencies noted, and actions taken to ensure
accuracy during future emergencies.  Official performance is measured by the state of readiness to
respond to any emergency, both in the District and nationwide.
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APPENDIX I

CONTRACTING SUBPLAN

1.  Purpose.  This appendix provides the general policy and procedures for the execution of
Quality Control (QC) activities in the Huntington District, Contracting Division.

2.  Applicability.  This appendix applies to products and services produced and compiled by
Contracting Division.  The QC functions and responsibilities will compliment the District's Vision
and Strategic Business Plan for providing QC in our products.

3.  References.

a.  Federal Acquisition Regulation (FAR).

b.  Defense Federal Acquisition Regulation Supplement (DFAR).

c.  Army Federal Acquisition Regulation Supplement (AFAR).

d.  Engineer Federal Acquisition Regulation Supplement (EFAR).

e.  CEORHR 1180-2-1, Contracts, Huntington District, Federal Acquisition Regulation
Supplement, Procurement Management Instructions.

4.  Responsibilities.

a.  Contracting Division.  Responsible for procurement of supplies and services for the
Huntington District in accordance with all pertinent procurement regulations.

b.  Chief, Contracting Division.  Responsible for ensuring that all procurements are conducted
in accordance with the acquisition regulations.  Ultimately responsible for the QC functions of the
Contracting Division.

c.  Team Leaders, Contracting Division.  Responsible for assigning work to contract
specialists and purchasing agents who conduct the actual procurement.  Act as Contracting
Officers who review procurements which fall under their area of responsibility before execution.
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d.  Procurement Analyst.  Serves as Quality Manager for the Contracting Division.  Performs
QC review for all procurement documents developed in Contracting Division.

e.  Small and Disadvantaged Business Utilization Specialist (SADBU).  Responsible for
ensuring that the Small Business Goals for the District are met.  Reviews all PR&C's for possible
set aside for small businesses, 8(a) firms, etc.

5.  Products.  Contracting Division produces four main products/services:

• Solicitations / Contracts
• Work / Task Orders
• Purchase Orders
• Contract Administration

 
 These products are the responsibility of the Contracting Division and shall be completed in
accordance with the referenced regulations and sound business judgment.  QC will be performed
in Contracting Division based upon "Internal Control Checklists" for the pre-award phase of
contract award as well as the actual contract (completed on a quarterly basis) to insure that
contract administration is proceeding in accordance with regulation.
 
 
 6.  Quality Control Implementation.  Contracting Division assists the five major Technical
Divisions (EC, OR, PD, RE and DL) and the support elements, by packaging their requirements
into contractual documents in accordance with the applicable laws, regulations, and existing
guidance.  Contracting Division reviews specifications supplied by the requesting elements for the
following (in accordance with CEORHR 1180-2-1, Paragraph 4.103, Review and Processing of
Requisitions by Contracting Division):
 

• The specifications are not restrictive.
• Delivery dates and delivery instructions are realistic and adequate.
• Ensure that emergency and confirming requisitions are fully documented.
• Ensure that requisitions have been administratively approved and reviewed as required

herein to include necessary routing.
• Ensure that requisitions are screened against available excess from other Government

agencies and so annotated on the requisition.
• Ensure that all requisitions are otherwise complete and accurate.
• Ensure that fund certification has been accomplished.
• Ensure that foreign items are justified.
• Ensure that sole source items are justified.
• Participate in Biddability, Constructibility, Operability and Environmental Review.
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After preparation of procurement documents (solicitation/contract packages), Contracting
Division will ensure that the proper elements are included on the staffing of the package so that
each element will be given the opportunity to perform a QC review.

Solicitation packages are reviewed by Office of Counsel, for legal sufficiency; the technical
element, for specification review; and the Contracting Division Procurement Analyst (Quality
Manager), for proper business practices and regulation compliance as well as conformance to the
requirements stated above.

7.  Quality Indicators.

a.  Supply & Service Contracts.  Comments provided by reviewers are returned to the
contract specialist/procurement technician responsible for preparation of the procurement
document.  Reviewer's comments are then discussed for possible incorporation into the
procurement document.  After revisions are made, review comments and the revised procurement
document will be returned to the Contracting Division Quality Manager (Procurement Analyst)
for final review.

b.  Construction Contracts .  Specifications are reviewed by Contracting Division during
BCOE review and comments/remarks returned to Engineering Division.  When final plans and
specifications are received in Contracting Division, solicitation provisions and contract clauses are
added by the Contract Specialist.  At this time, copy of contract clauses is sent to Office of
Counsel for legal sufficiency review.  OC supplies comments which are then incorporated into the
contract document.  Contracting Division's Quality Manager will conduct final review of contract
document to ensure that OC comments have been considered.  Field modifications are reviewed
by the responsible Contract Specialist to ensure regulatory compliance and that backup
documentation is complete before sending to the Contracting Officer for signature.

c.  Architect-Engineer (A-E) Contracts .  After final selection is complete, Contract Specialist
compiles the solicitation document.  Solicitation package is sent to OC for review for legal
sufficiency at or about the same time the package is sent to the successful A-E firm.  OC will
supply comments which can be incorporated into the package by amendment if the solicitation has
already been issued.  CT's Quality Manager will review the final package or amendment if
necessary.

d.  Procurement Action Lead Time (PALT) .  CEORHR 1180-2-1, establishes guidelines for
procurement processing times.  An indicator of Contracting Division's satisfactory service is its
ability to award contracts within these time standards.

e.  Quality Assurance Review.  Contracting Officers conduct final quality assurance review
before executing the contract document.  This quality assurance review is necessary to establish
the effectiveness of the quality control review process in accomplishing that the procurement is
conducted in the best interest of the Government and meets the needs of the customer.  During
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this review, the Contracting Officer will also examine the procurement action lead time (PALT) to
be sure that the contract specialist/purchasing agent has accomplished the procurement action in a
timely manner.  If not, corrective action can be taken immediately to determine the problem and
prevent future reoccurrence.

1 Addendum
I-1  -  Internal Control Checklists *
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ADDENDUM I-1

Internal Control Checklists



THE FOLLOWING INTERNAL CONTROL CHECKLIST SHALL BE USED FOR EACH CONTRACT. THIS CHECKLIST SHALL BECOME A
PART Of THE OFFICIAL CONTRACT FILE AND BE FILED UNDER SECTION A - PREAWARD SECTION, TAB 31A, AND INDICATE
'INTERNAL CONTROL CHECKLIST'.

1. Are procedures in place to account for and record the date and time of purchase requests that
were  received in the contracting office:

Yes ___ No     N/A     Comments:

2. Do the purchase descriptions or performance work statements received describe needs that are
appropriate for this office to assume purchase responsibility for:

Yes ___ No     N/A     Comments:

3. Are purchase requests received with adequate data for identification and accountability control,
and are they adequately funded, signed, dated, and approved by those in authority:

Yes ___ No     N/A     Comments:

4. Are those purchase requests involving the exchange or sale of personal  property supported by
the required certification (DFARS 17.7004-2):

Yes ___ No     N/A     Comments:

5. Do purchase descriptions or performance work statements provide a specific description on only
the customer's minimum needs:

Yes ___ No     N/A     Comments:

6. Is the purchase request for items delivered after the fact (unauthorized commitments) processed
in accordance with ratification procedures (FAR 1.602-3, DFARS and AFAR 1.670):

Yes ___ No     N/A     Comments:

7. Are established procedures followed whereby the Chief, Contracting, monitors the backlog and age
of purchase requests:

Yes ___ No     N/A     Comments:

8. Are "Lesson Learned'' from previous years considered in the preparation of a new
solicitation:

Yes ___ No     N/A     Comments:

9. Are negotiations being used only when it is impractical to use sealed bidding (FAR
6.401(b)(1):

Yes ___ No     N/A     Comments:

10. Are negotiated contracts awarded using full and open c competition  except when
justified (FAR 6.101):

Yes ___ No     N/A     Comments:

11. Is the urgency exception to full and open c competition  being properly applied and not
just based on a high priority purchase request or backordered requisition (FAR 6.302 -2):

Yes ___ No     N/A     Comments:

12. Is there a contracting officer c competition  advocate appointed and subordinated to the
procuring activity (FAR 6.501):

Yes ___ No     N/A     Comments:

13. Are justifications for other than full and open competition a approved roved in writing at the
a appropriate  level (FAR 6.304):

Yes ___ No     N/A     Comments:

14. Are solicitations in compliance with the minimum time requirements for opening and closing
dates and allow for publication in the CBD when required (FAR 5.101 and 5.203):

Yes ___ No     N/A     Comments:



15. Do solicitations conform with the Uniform Contract Format, if applicable (FAR 14.2 or
15.406-1):

Yes ___ No     N/A     Comments:

16. Do solicitation forms and clauses avoid duplicating or supplementing FAR or DFARS forms and
clauses, unless a deviation approval is obtained (DFAR 1.304(b)(1)):

Yes ___ No     N/A     Comments:

17. Do solicitations requiring a legal sufficiency review prior to issuance receive the required
review (AFAR 1.690):

Yes ___ No     N/A     Comments:

18. Is adequate legal support for contracting provided in a timely manner:

Yes ___ No     N/A     Comments:

19. Are records kept of each solicitation issued, to include the distribution made and the date the
solicitation was issued (FAR 14.204):

Yes ___ No     N/A     Comments:

20. Are solicitation mailing lists established and maintained (FAR 14.205):

Yes ___ No     N/A     Comments:

21. Is the Consolidated List of Debarred, Suspended, and Ineligible Contractors checked before
placing vendors on the solicitation mailing list:

Yes ___ No     N/A     Comments:

22. Are bids received prior to bid opening kept secure in a locked bid box or safe (FAR 14.401):

Yes ___ No     N/A     Comments:

23. Are bid opening postponements limited to only justifiable situations (FAR14.402 -3):

Yes ___ No     N/A     Comments:

24. Do bid opening officers follow bid opening rules and procedures (FAR 14.402)

Yes ___ No     N/A     Comments:

25. Are procedures followed on the receipt and handling of proposals and quotations (FAR 15.411):

Yes ___ No     N/A     Comments:

26. Are procedures followed on the disclosure and use of information contained in proposals (FAR
15.413):

Yes ___ No     N/A     Comments:

27. Are only bids that comply in all material respects with the Invitation for Bids considered for
award (FAR 14.301(a)):

Yes ___ No     N/A     Comments:

28. Are appropriate certifications and representations required by the solicitation provided by the
offerer prior to award:

Yes ___ No     N/A     Comments:

29. Are bids and proposals examined for mistakes (FAR 14.406-1 and FAR 15.607(a)):

Yes ___ No     N/A     Comments:

30. Are alleged mistakes after bid opening appropriately processed and resolved (FAR 14 406):

Yes ___ No     N/A     Comments:



31. Do contracting officers consider, receive, or forward, as appropriate, all protests filed that
are related to either their solicitations or procedures (FAR 33.1):

Yes ___ No     N/A     Comments:

32. Is legal counsel consulted on all protest matters:

Yes ___ No     N/A     Comments:

33. Are requests for ADPE systems components, and services reviewed to determine if the policy
exceptions under 10 U.S.C 2315 are applicable (DFAR 70.101(b)):

Yes ___ No     N/A     Comments:

34. Are requests for ADPE systems and software and maintenance services reviewed to determine
whether the requirement could be appropriately satisfied by the applicable GSA contracts:

Yes ___ No     N/A     Comments:

35. Is the following order of preference a factor in determining the type of specification or
purchase description prepared and used to acquire or lease ADPE (1) functional specification, (2)
equipment performance requirements, (3) plug compatible, (4) brand name or equal, or (5) specific make and
model:

Yes ___ No     N/A     Comments:

36. Are proposals to purchase or lease ADPE evaluated to determine the lowest overall cost or
life-cycle cost to the Government:

Yes ___ No     N/A     Comments:

37. Are Agency Procurement Requests adequately justified and documented in accordance with the
regulations:

Yes ___ No     N/A     Comments:

38. Are solicitations end contracts resulting from the receipt of GSA delegation of Procurement
Authority (DPA) in compliance with the terms of the GSA delegation:

Yes ___ No     N/A     Comments:

39. Are the required ADPE contract clauses included in the teens and conditions of ADPE
solicitation and contracts:

Yes ___ No     N/A     Comments:

40. Are technical evaluations, beyond that necessary to ensure that minimal solicitation
requirements are met, documented (FAR 15.60B(a)(2)):

Yes ___ No     N/A     Comments:

41. Do contracting officers generally request a technical analysis of the proposals when cost or
pricing data are required (FAR 15.805-4):

Yes ___ No     N/A     Comments:

42. Do files contain adequate documentation to support the use of price analysis, to include
indicating which of the approved techniques were used to accomplish the analysis (FAR 15.805 -2):

Yes ___ No     N/A     Comments:

43. Are requests for field pricing support and audit review in compliance with regulatory
requirements (FAR/DFAR 15.805-5):

Yes ___ No     N/A     Comments:

44. Do contracting officers obtain independent Government estimates when needed or appropriate:

Yes ___ No     N/A     Comments:

45. Are audit report differences between the contracting officer and the auditor reconciled in
accordance with regulations:

Yes ___ No     N/A     Comments:



46. Is a properly executed Certificate of Current Cost or Pricing Data obtained when required
(FAR/DFAR 15.804-2 and -4):

Yes ___ No     N/A     Comments:

47. Are price negotiation memorandums prepared and in the contract file for each price negotiation
(FAR/DFAR 15.808):

Yes ___ No     N/A     Comments:

48 Is the Business Clearance Memorandum (Bat) properly prepared and in the correct format:

Yes ___ No     N/A     Comments:

49. Do contracting officers possess sufficient information to be satisfied that prospective
contractors meet the applicable standards before making determinations of responsibility (FAR 9.104):

Yes ___ No     N/A     Comments:

50. Do contracting officers place the required written determination of nonresponsibility in the
contract file when rejecting prospective offerors as nonresponsible (FAR 9.105 -2Ca)):

Yes ___ No     N/A     Comments:

51. Do contracting officers comply with procedures regarding consideration for a certificate of
competency when rejecting responsible small business offerors as nonresponsible:

Yes ___ No     N/A     Comments:

52. Are public announcements and the release of contract award information in compliance with
regulatory requirements (FAR/DFAR/AFAR 5.303):

Yes ___ No     N/A     Comments:

53. Are procedures for the review and approval of 8CNs established by the head of a contracting
activity:

Yes ___ No     N/A     Comments:

54. Are contract awards synopsized as required in the Commence Business Daily:

Yes ___ No     N/A     Comments:

55. Are steps taken to ensure that the notice of award is received in a timely manner:

Yes ___ No     N/A     Comments:

Reviewed by:_________________________ Date:______________



THE FOLLOWING INTERNAL CONTROL CHECKLIST SHALL BE USED FOR EACH CONTRACT THIS CHECKLIST SHALL BECOME A
PART OF THE OFFICIAL CONTRACT FILE AND BE FILED UNDER SECTION B - CONTRACT, TAB 37A, AND INDICATE
'INTERNAL CONTROL CHECKLIST' ~

1. Are qualified individuals selected as contracting officer representatives (CORs):

Yes ___ No     N/A     Comments:

2. Do CORs written designation clearly indicate their authority and limitations:

Yes ___ No     N/A     Comments:

3. Are inspectors, functional managers, and others routinely involved in performing contract
administration functions regularly advised and educated regarding their role in contract administration:

Yes ___ No     N/A     Comments:

4. Is consideration given to the need for a postaward orientation to foster a mutual understanding
of the contractual agreement and the responsibilities assigned (FAR 42 502):

Yes ___ No     N/A     Comments:

5. Are nonconforming supplies or services offered to the Government rejected except as provided in
applicable regulations:

Yes ___ No     N/A     Comments:

6. Is contractor performance monitored according to established surveillance plans:

Yes ___ No     N/A     Comments:

7. Do contracting officers take timely action to alleviate or resolve delinquencies:

Yes ___ No     N/A     Comments:

8. Do contracting officers obtain legal counsel and technical advice prior to taking action when a
default termination is being considered:

Yes ___ No     N/A     Comments:

9. Do contracting officers act to mitigate damages when repurchasing against a defaulted
contractors account area is it documented:

Yes ___ No     N/A     Comments:

10. Do contracting officers assure that adequate consideration is obtained for the Government for
revising the delivery schedules or other contract terms:

Yes ___ No     N/A     Comments:

11. Are decisions to accept or reject supplies offered or services performed documented and
distributed in a timely manner:

Yes ___ No     N/A     Comments:

12. Are there an adequate number of properly trained personnel on hand to perform inspection and
acceptance functions:

Yes ___ No     N/A     Comments:

13. Are all contractual claims and obligations satisfied on physically completed contracts prior to
contract closeout:

Yes ___ No     N/A     Comments:

14. Is the DPA report submitted in accordance with the original DPA requirements:

Yes ___ No     N/A     Comments:

l5. Are COR reports reviewed for substance and irregularities:

Yes ___ No     N/A     Comments:



16. Is a release of all claims or liens against the Government obtained prior to final payment:

Yes ___ No     N/A     Comments:

17. Are the contractor employee complaints regarding wage rates, overtime, and related matters
under the Service Contract Act of 1965 referred to the Department of Labor for Investigation:

Yes ___ No     N/A     Comments:

18. Is there a separation of duties between receiving officials and ordering officials:

Yes ___ No     N/A     Comments:

Reviewed by:_________________________ Date:_______________
(NOTE: To be accomplished at least quarterly)
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APPENDIX J

PROGRAMS & PROJECT MANAGEMENT SUBPLAN

1.  Purpose.  This subplan establishes general policy, procedures, and responsibilities for
providing Quality Control (QC) and Quality Assurance (QA) on all USACE programs and
projects.

2.  Applicability.  This appendix supplements the guidelines provided in the main body of the
Quality Management Plan (QMP) and applies to all activities of the Programs & Project
Management Division.

3.  Definitions. 

a.  Project.  Any work (project, products, services, etc) intended to produce a specific
outcome or solution to a customer problem or need.

b.  Management Plan (MP).  The detailed, specific plan, used to manage and control the
delivery of a project/product/service from inception to completion.  It is applicable to all aspects
of activities within the Program and Project Management purview.

c.  Project Manager (PM).  The project team leader and the single-point-of-contact between
the customer and USACE.  Each project shall have a single PM to ensure single point
accountability for the project.

d.  Project Team (PT).  A team of multi-disciplined professionals, including all partners,
assembled and lead by the PM.

e.  Partner. Owner-contractor who share an interest in promoting the achievement of mutually
beneficial goals, sharing risks involved in completing the project and whose relationship is based
on trust, dedication to common goals, and an understanding of each other’s individual
expectations and values.

4.  Responsibilities. 

a.  Project Manager (PM).   The PM is responsible for leading the multi-disciplined PT and for
defining the Partners expectations and assuring that the project stays focused on the Partner’s
needs and that all work is integrated and done in accordance with an MP and for staying in
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constant coordination with Partner.  PM is responsible for assuring communication and
understanding/agreement of attached Product Quality Checklist and making partner aware of all
risk associated with jointly defined product quality.  The PM is responsible for assuring that all
partners understand the Project Management Business Plan (PMBP), the District understands all
partners’ expectations, and that an effective and continuous interface is established and
maintained.  The PM is responsible to inform partners of all financing, contracting, policy,
technical, and other project constraints, as well as integrate the partner’s views throughout the
process.

b.  Project Team (PT).  The PT is responsible for delivering the project within budget, time
and quality expectations as defined in the MP.  The PT will place the highest priority on
communications, service, safety, and partner satisfaction throughout the life of the project.

c.  Partner.  The Partner is responsible for reviewing and approving all plans including risk,
quality, etc.  The Partner is responsible for appointing appropriate representation to the PT and
assuring that the members selected attend team meetings.

5.  Quality Control. 

a.  Management Plan (MP).  A MP shall be prepared for every project.  The MP can be simple
or elaborate depending on the risk, complexity, and cost of the project.  The PM is responsible for
preparing the MP with proper coordination with the Project Team and/or functional chiefs and for
ensuring it is prepared within at time of project initiation and is responsible for updating and
maintaining the accuracy and completeness of the MP. For those projects where an A-E is used,
the A-E is responsible for preparing QCP’s for the products he develops.

b.  Project Team (PT).  The PT has the responsibility for delivering the project in accordance
with the MP.  The PM shall lead the PT and is the single-point-of-contact with the customer and
USACE.  The quality of the project is a shared responsibility between the PM, PT, Partners and
district functional chiefs.

c.  Quality Control Plan (QCP). A QCP will be prepared for each project and in accordance
with MP.

e.  Project Manager Training.  PM’s will be trained in all aspects of the Programs and Project
Management Business processes and procedures.

f.  Problem Resolution.  The PM is responsible for coordinating problem resolution with PT
members and with functional chiefs as the situation dictates.  Problems or issues not resolvable by
the PM shall be submitted to the PRB/WPRB for resolution action.

g.  QA/QC Indicators.  Programs & Project management will use the PMBP control checklist
that is provided in ER 5-1-11, appendix A.
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h.  Lessons Learned.   The PM and PT are responsible for identifying lessons learned,
integrating those into the district culture and assuring that CELRD staff is made aware of valuable
information that can be shared with other districts.  Functional Element staff shall routinely
identify and document significant problems that are encountered, as well as successes.

1 Addendum:
J-1  -  Product Quality Checklist
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ADDENDUM J-1

Product Quality Checklist
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PRODUCT QUALITY CHECKLIST

YES       NO        N/A

____      ____      ____ Was level of quality of project discussed with Partner including 
cost, schedule and risk?

____      ____      ____ Did Partner have opportunity to review and comment during  
planning phase?

____      ____      ____ Was Partner provided with overview of project (model, video 
etc.)?

____      ____      ____ Did Partner have opportunity to review and comment on the  
solicitation for contract, including relevant plans and specification, 
prior to Corps issuance?

____      ____      ____ Did Partner have opportunity to review and comment on contract 
modification?

____      ____      ____ Did Partner have opportunity to review and comment on contract 
change order prior to the issuance to contractor on Notice to 
Proceed?

____      ____      ____ Did Partner have opportunity to review and comment on contract 
claim prior to resolution?

____      ____      ____ Did Corps furnish Partner with copy of Corps’ Written Notice of 
Acceptance of Completed Work?

____      ____      ____ Did Partner request betterment in writing and describe the 
betterment to be accomplished?

____      ____      ____ Did Corps notify Partner in writing that the betterment was 
approved setting forth any applicable terms and conditions?

____      ____      ____ Did the Corps notify Partner that a portion of the Project has 
become a functional port ion of the Project?

____      ____      ____ Did the Corps notify Partner that the entire Project is complete?

____      ____      ____ Did the Corps furnish the Town with an OMRR&R Manual for 
each portion of the Project as well as the entire Projec t?
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 APPENDIX K
 

EQUAL EMPLOYMENT OPPORTUNITY SUBPLAN

1.  Purpose.  This appendix supplements the CELRH Quality Management Plan (QMP) for the
execution of Quality Control (QC) activities in the Huntington District, Equal Employment
Opportunity Office.

2.  Applicability.  This appendix applies to all services performed by the Huntington District
Equal Employment Opportunity (EEO) Office.  All QC functions and responsibilities will
compliment the District’s Vision and support the Strategic Business Plan for providing QC in our
services.

3.  References.

a.  29 CFR 1614, Federal Sector Complaint Processing

b.  AR 690-600, Equal Employment Opportunity Discrimination Complaints

c.  AR 690-12, Equal Employment Opportunity and Affirmative Action

d.  ER 690-1-969, Equal Employment Opportunity Black Employment Program

e.  ER 690-1-693, Corps of Engineers Early Resolution Program (CEERP)

f.  EEOC Management Directive 110, Department of the Army Administrative Processing of
EEO Complaints

g.  EEOC Management Directive 714, Department of the Army Guidance on Affirmative
Employment Plans

h.  CEORH Pam 690-2-4, Huntington District Mentoring Program

4.  Definitions.

a.  Internal Customers.   Huntington District employees who request or benefit from the
services provided by the Equal Employment Opportunity Office.
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b.  External Customers.  Members of the public who participate in programs offered by the
EEO Office and applicants for positions with the Huntington District who wish to file a
complaint.  External customers may also include community and civil rights organizations.

5.  Responsibilities.  The Huntington District Equal Employment Opportunity Officer is
responsible for providing expert advice and technical expertise to the Commander and executive
staff, including all levels of operating management, concerning all aspects of the Huntington
District’s equal employment opportunity program including EEO complaints processing, 
affirmative employment, evaluation of employment policies, special emphasis programs, EEO
related training, as well as administration of the  Huntington District’s Mentoring and Shadowing
Programs.  The EEO Officer represents the District in contacts with community elements
interested in civil rights/equal opportunity, keeping them informed of plans of action and program
achievement while soliciting their recommendations for program improvement.  The Equal
Employment Opportunity Officer is responsible through quality checks and reviews for
compliance with applicable laws and regulations.

6.  Quality Control.

a.  General.  Section 1614.101(a) of 29 C.F.R. 1614 states, “It is the policy of the
Government of the United States to provide equal opportunity in employment for all persons, to
prohibit discrimination in employment because of race, color, religion, sex, national origin, age or
handicap and to promote the full realization of equal employment opportunity through a
continuing affirmative program in each agency.”  Equal employment opportunity principles are to
be considered by the District’s managers when acquiring, training, and retaining a work force that
is reflective of the nation’s diversity.  The District Commander is responsible for equal
employment opportunity within the District.  Quality control and quality assurance are difficult to
measure in that a low number of EEO complaints is not necessarily an indicator of a healthy equal
employment opportunity climate.  The District’s Equal Employment Opportunity Officer’s
proactive approach to resolving workplace disputes before they reach a formal complaint is “the
way we do business.”

b.  Equal Employment Opportunity Officer.   The Huntington District Equal Employment
Opportunity Officer shall be responsible for establishing Quality Control over the internal and
external Equal Employment Opportunity Office’s products and services in accordance with the
standards published in the above referenced documents and supplementary guidance published by
HQUSACE-EO and CELRD-EO.

c.  Equal Employment Opportunity Office.   The Huntington District Equal Employment
Opportunity Office participates in the Quality Control process for personnel actions by performing
reviews of selections for employment opportunities, training, awards, developmental assignments,
etc., to ensure fair and equitable treatment of internal and external customers.
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(1)  Checklists.  The following checklists will be utilized to ensure consistency in the
application of published standards:

(a)  Chronology of Individual EEO Complaint
(b)  Complaints and Appeals Checklist
(c)   FWP Training Evaluations
(d)  Mentoring Evaluation, ORH 3001-T
(e)  Shadowing Evaluation, ORH 4000

(2)  Quality Checks and Reviews.  The EEO Officer will ensure through quality checks
and reviews that the EEO staff conforms to requirements for input and update to the Complaints
and Appeals Tracking System for reporting the case status and progress of discrimination
complaint files in the District.  Quarterly audits of the Complaints and Appeals Tracking System
will be accomplished to ensure accuracy and compliance.  The EEO Officer will provide managers
quarterly analysis of trends for informal and formal complaints and resolutions.  Affirmative
Employment Program planning initiatives will be reviewed quarterly with the EEO Action
Committee which is comprised of senior management and command.  Monthly meetings of
Special Emphasis Programs are documented by minutes.  Goals and initiatives will be reviewed
monthly.  Special Emphasis Program Managers’ performance indicators will reflect the Special
Emphasis Program administrative responsibilities.  Execution of managers’ EEO responsibilities
will be explored and procedures developed by the EEO Action Committee.

(3)  Evaluation Forms.  The EEO Officer will develop evaluation forms for EEO related
training on a case by case basis to determine the effectiveness of the training and the facilitator
presenting the program. 
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APPENDIX L

HUMAN RESOURCES SUBPLAN

1.  Purpose.  This appendix provides the general policy and procedures for executing Quality
Control (QC) activities in the Huntington District Civilian Personnel Advisory Center (CPAC).

2.  Applicability.  This appendix applies to products and services supplied by the CPAC. 

3.  References.

a.  AR 690-1-250, Personnel Management in Agencies

b.  U. S. Army Civilian Personnel Management Business Process Maps (BPMs)

c.  U. S. Army Civilian Personnel Management Standardized Business Processes (SOPs)

4.  Responsibilities.

a.  The Commander is responsible for civilian personnel actions and programs. Managers
exercise delegated authorities in many human resources functions, e.g. authority to approve
training and classify positions.  The North Central Civilian Personnel Operations Center (CPOC)
acts for the commander in administering the civilian personnel program.  The CPAC provides
advisory services to management and the commander in the areas of position classification,
position management, recruiting and staffing, performance management, training, management
and employee relations, and labor relations.  The CPAC provides advisory services to District
employees in the employee benefits area and processes all retirement actions.  The CPAC
maintains an information system for District managers and employees to keep them advised on
current issues and developments in the human resources area.

b.  The Personnel Officer monitors overall quality assurance processes for human resources
activities and services in the District.

c.  Managers review completed personnel actions for quality and report problems to the
CPAC.

d.  CPAC staff members monitor the quality of personnel actions flowing through the CPAC
and resolve problems with CPOC and payroll offices.
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5.  Quality Control Implementation and Indicators.

a.  Manager and employee satisfaction with services provided by the CPAC and CPOC are
evaluated though customer satisfaction feedback forms.  Results are evaluated and acted upon by
the Personnel Officer, with necessary coordination with CPOC staff.

b.  The District human resources information program consists of an Internet site and various
e-mail distributions of pertinent information to managers and employees.  Feedback is obtained
from customers through customer satisfaction forms, responses to e-mail messages, and feedback
to the HR webmaster.  These responses are evaluated informally and incorporated into future
submissions to improve their applicability to customer needs.

c.  Quality Control is especially important in light of the regionalized HR environment, with
the bulk of personnel services provided by the CPOC.  Personnel action processing is subject to
Business Process Maps (BPMs) and Standardized Operating Procedures (SOPs) established by
Army.  The CPAC furnishes information to managers quarterly on the location and use of the
BPMs and SOPs, so they can review the procedures for accomplishing various personnel actions.

d.  Each requested personnel action (including performance management and awards) is
reviewed by CPAC staff for timeliness, compliance with regulations, accuracy, impact on high-
grade controls, and completeness of documentation before being passed to the CPOC for
processing.  All SF-50s sent by the CPOC are reviewed for accuracy before distribution to the
organizational elements.  Specific problems encountered are resolved at that time.  CPAC
employees share results of these reviews and coordinate with management and CPOC staff when
broader problems or trends are discovered.  CPAC employees carefully review pay-related
problems in coordinating resolutions among the payroll CSR and CPOC and DFAS staff for
systemic causes that can be corrected, and then follow up on possible solutions with CPOC
management as necessary.

e.  Retirement actions, which are processed in the CPAC, are reviewed for quality by the use
of various checklists to ensure accuracy and completeness of required documentation.
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APPENDIX M

INFORMATION MANAGEMENT SUBPLAN

1.  Purpose.  This appendix provides the general policy and procedures for the execution of
Quality Assurance (QA) and Quality Control (QC) activities within the Information Management
Office.

2.  Applicability.  This appendix applies to products and services produced and managed by the
Information Management (IM) Office.  IM’s QA/QC functions and responsibilities will
compliment the Corps Vision and the District’s Strategic Business Plan.

3.  References.

a.  Public Law PL 103-62, Government Performance and Results Act of 1993.

b.  Public Law PL 104-13, Paperwork Reduction Act of 1995.

c.  Public Law PL 104-106, National Defense Authorization Act-- Division E, Information
Technology Management Reform Act of 1996.

d.  AR 25-1, The Army Information Resources Management Program.

e.  AR 380-19, Information Systems Security Program.

f.  ER 25-1-97, Information Resources Management Review and Oversight Program
(IRMROP).

g.  CELRDC 25-1-75, Division Website Management Policy.

4.  Responsibilities.

a.  Information Management Office.   Responsible for the management of the District’s
Information Mission Area (IMA) which encompasses the activities and programs associated with
the disciplines of telecommunications, automation, visual information, records management,
publications and printing, and libraries.  The IMA includes all resources and activities employed in
the acquisition, development, collection, processing, integration, transmission, dissemination,
distribution, use, retention, storage, retrieval, maintenance, access, disposal, security, and
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management of information.

b.  Chief, Information Management Office.   Responsible for the administration of Huntington
District’s information management program through subordinate supervisors who provide
technical and administrative supervision of individual program areas.

c.  Branch Chiefs, Information Management Office.   Responsible for assigning work to IM
employees within each of the functional areas.  Serve as Quality Manager for the Information
Mission Area products and services produced and managed within their Branch.

5.  Products.  The Information Management Office provides services within six broad areas of
responsibility:

a.  Telecommunications.  This includes management of Huntington District’s voice, video,
data (including both local area networks and wide area networks), and radio communication
systems.

b.  Automation.   This includes the management of District’s data/information processing
resources to ensure compatibility and interoperability.  Areas of responsibility include strategic
planning for the District’s IMA, data administration, management of computer facilities,
programming, information systems security, application software standardization, and
microcomputer hardware standardization.

c.  Visual Information.   These services include the management of VI activities such as
graphic design, illustrations, photography, audio and video productions, VI consulting,  video
teleconferencing, web-page design and administration, VI resource library, and VI instruction. 

d.  Records Management.   This includes management of the life cycle of information from the
creation of a record through maintenance and use to the disposition of the record.  Areas of
responsibility include management of files, correspondence, official mail distribution,
declassification of vital records, duplicate emergency files, reports control, Privacy Act oversight
and Freedom of Information Act oversight.

e.  Publishing and Printing.  This includes the management of the District’s copier program,
forms management, design and production of printed materials and performing liaison activities
with the DOD-consolidated print plant.

f.  Library Management.  This includes providing resources and facilities that support the
organizational mission by identifying, selecting, acquiring, organizing, controlling, retrieving, and
disseminating information and library resources and services.

The oversight and management of these mission areas are the responsibility of the Information
Management Office and shall be completed in accordance with the referenced Public Laws and
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Regulations.  QA/QC will be performed within the Information Management Office based upon
Internal Control Checklists, completed customer satisfaction surveys, active participation of
customers serving on various IM/IT committees developing plans and policies for various IMA-
related issues, feedback from internal reviews, CEIM Information Resources Management and
Oversight Program (IRMROP) inspections, and CELRD-IM Quality Assessment Audits.

6.  Quality Control Implementation.  The Information Management Office provides leadership,
support and guidance to both Technical Divisions and Support Organizations in the effective use
of information resources within the District’s Information Mission Area.  In aggregate, the
implementation of quality control procedures will help achieve the Corps Vision (with its Master
Strategy and associated goals) as well as the District’s Strategic Business Plan by allowing the
District to leverage the benefits of technology to foster a culture that promotes standards, treats
information as a valuable corporate resource, encourages change, and enhances the Information
Technology skills of District employees.  The Corps Information Management goals are:

a.  Satisfy internal and external customers.

b.  Plan for the future, not just the current, use of information technology.

c.  Be cost effective.

d.  Provide a common working environment.

e.  Transparently share information.

f.  Protect information.

7.  Quality Indicators.

a.  Strategic Planning.  Provide leadership in the District’s effective acquisition, deployment,
and use of information technology resources.  Working in conjunction with the District’s
Information Management Steering Committee (IMSC), the identification of key customer
requirements that satisfy critical-process deficiencies in a cost-effective manner (affordable to both
the organization and the District as a whole) is the primary focus of the District’s Strategic
Information Mission Area Master Plan.

b.  Data Communications.  In conjunction with a District-wide Network Communications
Group (a subcommittee of the District’s IMSC), IM will provide a reliable infrastructure that
facilitates the sharing of valuable corporate information resources.  The unscheduled downtime
associated with the District’s Local Area Network and Wide Area Network will minimal and held
within established parameters.
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c.  Radio Communications Operations.  In conjunction with a District-wide Radio
Communications Group comprised of both District-office and Remote-project customers, IM will
provide a reliable infrastructure that supports District employee’s daily needs while providing
continuous communication-coverage during emergency events.  Quality of service and
affordability of the system will be key components in the assessment of customer satisfaction.

d.  Telecommunications.  Provide reliable, cost-effective telephone support to the District and
allow District managers to decide the number of District employees sharing a single telephone
circuit (i.e., telephone pipe) while knowing that two concurrent phone conversations can occur
over the single circuit.  Reducing telecommunication costs while maintaining the appropriate level
of service (as described by the customer) will be key components in the assessment of customer
satisfaction.

e.  Automated Information Systems.   Providing cost-effective computer processing services to
the District.  Keeping per-unit prices below those offered by private industry and those offered by
the Corps’ centralized computer facilities while providing customers with an appropriate level of
support (e.g., 24 hours a day, 7 days a week) will be key components in the assessment of
customer satisfaction.

f.  Data Administration.  Promote the integrity of District data and provide access to this data
to anyone having a requirement to use the data.  Maintenance of databases, the safeguarding of
data (i.e., data backups), and the availability of data— from a customer perspective— will be key
components in the assessment of customer satisfaction.

g.  Information Systems Security.   Protect the District’s valuable investment in Information
Technology resources and data.  The proper and thorough accreditation of the District’s
information systems (through procedures outlined in AR 180-19) will be the key indicator of a
quality product.

h.  Technical Support (HelpDesk).  Provide technical assistance to District employees while
maintaining the District’s hardware resources.  Customer surveys are requested after every service
call.  Continuous improvement in the survey results, compiled monthly, will be the key component
in the assessment of customer satisfaction.

i.  Suspense Mail Monitoring (Tickler List).  Provide a system to assist District customers in
the identification of mail requiring action before a specified date.  Monitoring this system,
providing weekly reports, and reminding (by way of a telephone call) all offices having a suspense
due during the current business-week will be key components used in assessing customer
satisfaction.  Staff review of District results during the CMR will promote continuous
improvement.  Current CMR targets are to meet suspense mail dates 80% of the time.

j.  Records Storage.   Provide a reliable records-archive program within the District.  The
customer’s perception of IM response-time for storing and retrieving records from the District’s
records-area while keeping the storage costs, per record-box per square foot of storage space,
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below that provided by private industry or the National Records Center are key components in
assessing customer satisfaction.

k.  Freedom of Information Act Processing.    Provide management over the District’s FOIA
process.  Meeting the suspense dates provided by Army Regulation will be the key component in
measuring the quality of this process within the District.  Staff review of District results during the
CMR will promote continuous improvement.  Current CMR targets are to meet suspense dates
100% of the time.

l.  Copier Program.  Provide management over the District’s copier program.  The customer’s
perception of copier availability and reliability (along with actual maintenance records) in
conjunction with keeping per-unit prices below those offered by private industry will be key
components in the assessment of quality in this program.

m.  Privacy Act Processing.  Provide management over the District’s Privacy Act process. 
Meeting the suspense dates provided by Army Regulation will be the key component in measuring
the quality of this process within the District.  Staff review of District results during the CMR will
promote continuous improvement.  Current CMR targets are to meet suspense dates 100% of the
time.

n.  Mail Processing.  Provide quick and reliable mail processing services within the District. 
The customer’s perception of dependable service will be the key component to measure the
overall quality of this process as well as demonstrating and reporting (e.g., the quarterly PAPAS
report) the cost effective use of FedEx, UPS, and USPS mailing schedules.

o.  Internet/Intranet Activities.   Provide oversight and management of the District’s web-sites.
 In conjunction with the Marketing Committee, IM will provide templates and seek customer
input in the creation and maintenance of District web-pages.  The customer’s perception of
helpful service and the degree of conformance with guidance from higher authority will be key
components in the overall assessment of this process.

p.  Technical Review.  Provide oversight and management of the acquisition of information
resources within the District.  In conjunction with the IMSC, IM will provide review all IT
acquisitions for compatibility and interoperability with established District standards and existing
resources.  The customer’s perception of helpful service and the degree of overall compatibility
with District guidelines will be key components in the overall assessment of this process.

q.  Visual Graphics Services.  Provide various visual graphics services to the District.  The
customer’s perception of helpful service and overall satisfaction with the final product in
conjunction with keeping the final cost below that of private industry will be the key components
in the assessment of this process.

r.  Library Services.  Provide various library services to the District.  The customer’s
perception of helpful service and overall affordability of this service to the District will be key
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components in the assessment of this area.

s.  Printing Services.  Provide publishing and printing services to the District.  The customer’s
degree of satisfaction with the finished product will be the key component in the assessment of
this area.

t.  Software Standardization.   Provide a common working environment within the District’s
IMA.  Keeping the percentage of District employees using the identified standard office
automation products greater than 90% will be the District goal.  Working with the IMSC, IM will
provide leadership in determining the future District standard and developing plans to transition to
that standard.

u.  Y2K Compliance.  Planning for the future use of information technology resources, IM
will provide leadership in ensuring all equipment will function on January 1

st
, 2000.  Weekly

assessment of progress will be submitted for review by higher authority.  Staff review of District
results during the CMR will promote continuous improvement. 

v.  Information Technology (IT) Training.   Planning for the future use of information
technology resources, IM will provide the leadership to increase the knowledge required to
manage IT assets and make sound IT investment decisions.  Current guidance from higher
authorities indicates that 25% of key decision makers and IT professionals must receive 40 hours
of training annually.

w.  Overall Customer Satisfaction.  Meeting with customers to obtain their perception of IM
performance.  Customer surveys and face-to-face meetings will be used to measure overall
customer satisfaction.  Continuous improvement in the survey results will be the goal.

x.  IM Budget and Billback Process.   Providing customers will the financial data necessary to
adequately compare the cost of an IM service to the overall benefit of that service.  The
customer’s perception of the affordability and necessity of the service will be key components in
the assessment of all IM products and services.
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 APPENDIX N
 

INTERNAL REVIEW SUBPLAN

1.  Purpose.  This appendix provides the general policy for the execution of  Quality Control in
the Huntington District Internal Review Office.

2.  Applicability.  This appendix applies to audit services provided by the Internal Review Office.

3.  References.

a.  AR 11-7, Internal Review and Audit Compliance Program, 16 July 1989

b.  USACE Suppl 1 to AR 11-7, 5 January 1995

c.  Comptroller General Government Auditing Standards, June 1994

d.  Department of Army Internal Review Quality Assurance Guide, 3 September 1997

e.  Department of Army Internal Review Planning Guide, undated

f.  CEAO Memorandum dated 24 Jan 1995, SUBJECT: Quick Reaction Auditing (QRA)

g.  CEAO Memorandum dated 03 Jan 1996, SUBJECT: Consulting and Advisory Services

h.  CEAO Memorandum dated 30 Jul 1996, SUBJECT: USACE IR Policy on Internal Audit
Reporting

i.  Working Paper Checklist, USACE Suppl 1 to AR 11-7, 5 Jan 1995.

4.  Responsibilities.

a.  Chief, Internal Review.  Responsible for ensuring that audit services conform to generally
accepted government auditing standards as they apply to the specific audit assignment and the
desires of the customer. 
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b.  Auditors.  Responsible for performing audit services in accordance with generally accepted
government auditing standards as they apply to the specific audit assignment and the desires of the
customer. 

5.  Quality Control. 

a.  The references in Paragraph 3 provide general guidance on the processes/procedures to be
used in (1) preparing annual internal review plans, (2) preparing semi-annual reports, (3) planning,
conducting, documenting and reporting internal review engagements (including follow-up reviews
and external audit liaison), and (4) obtaining customer satisfaction assessments.

b.  Auditors will use the quality management plan being developed by Division Internal
Review.  The plan will address three levels of quality.  The first will be the performance measures
expected by the customer.  The second will be the district Internal Review’s own quality control
standards to ensure audit services they perform are in compliance with the standing operating
procedures.  The third will be Division Internal Review’s quality assurance review of the District
Internal Review’s performance.



APP O
CELRHR 5-2-7

1 May 99

O-1

APPENDIX O

LOGISTICS MANAGEMENT SUBPLAN

1.  Purpose.  This appendix provides the general policy and procedures for the execution of
quality control (QC) activities in the Huntington District Logistics Management Office.

2.  Applicability.  This plan applies to program management and operational activities for  all
supply (including maintenance of personal property), transportation, equipment maintenance, and
facilities management programs.

3.  References.

a.  ER 700-1-1, USACE Supply Policies and Procedures, 1 Dec 95, including Appendix B,
Supply Activities Checklist for Internal Control Review

b.  CEORHR 710-2-1,  Hand Receipt Holder Procedures, 19 May 1995

c.  AR 735-5, Policies & Procedures for Property Accountability,  1 Mar 95

d.  DA PAM 735-5, Survey Officer’s Guide,  1 March 97

e.  DOD 4500.36R, Management, Acquisition and Use of Motor Vehicles,  March 1994

f.  ER 56-2-1, Administration Vehicle Management - Civil Works,  April 1983

g.  ORHR 56-2-2,  Operations and Use of Motor Vehicles,  11 May 81

h.  CELD-T 56-2-1, Administrative Vehicle Management - Civil Works, draft  4 Feb 98

i.  ER 750-1-1, Material Maintenance Policies, 30 Jan 97

j.  EP750-1-1, Procedural Plan for Material Maintenance Policies, 30 Nov 97

k.  Material  Maintenance  Plan, draft,  30 May 98

l.  Joint Travel Regulations (JTR), Appendix O

m.  ER 55-1-2, Travel Management, 31 Jan 90



APP O
CELRHR 5-2-7
1 May 99

O-2

n.  CEORDR 55-1-1, Civilian Travel,  25 Nov 91

o.  CELRS Suppl to CEORDR 55-1-1, Local Travel, 10 June 97

p.  ER 450-1-3, Real Property Management, 1 May 1994

q.  AR 405.70, Utilization of Real Property, 15 Oct 93

r.  FPMR 101-17, Assignment & Utilization of Space

4.  Responsibilities.

a.  Logistics Management Office.   Responsible for  management of all programs pertaining to
supply, personal property,  transportation and travel,  facilities management, and equipment
maintenance in accordance with all relevant regulations.

b.  Chief,  Logistics Management Office.   Responsible for developing and following logistical
quality control processes and business procedures which assure service and product quality. 
Responsible for ensuring that all programs are managed in accordance with logistics regulations. 
Responsible for the QC functions of Logistics Management Office.

c.  Team Leaders, Logistics Management Office.   Responsible for technical quality of services
and processes managed within their functional element.  Responsible for  assigning work to team
members who perform the work.

5.  Quality Control Activities.  These activities shall address each logistical function.  The
division management control plan, the Command Management Review, and Command Supply
Discipline programs shall be used in conjunction with field activity assistance visits.  These
activities will include:

• evaluation of customer satisfaction with logistical services
• communicating  information about programs to customers
• evaluation of logistical process timeliness, reporting, and compliance with regulations
• data analysis (cost of doing business)
• oversight of property accountability
• management of loss, damage, destruction actions
• facility management actions, reporting, and oversight
• oversight of material maintenance program
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The references in paragraph 3 above provide procedures and guidance for evaluations of logistics
processes and/or procedures to be used in support of district missions.

6.  Quality Control Implementation.  Logistics Management Office assists and supports all 
elements in the District Office and at all field locations in all logistical functional areas.

a.  Supply Management.  Team members  assist with orders for GSA, process MIPR’s for
acquisition through other federal sources, receive deliveries, maintain a warehouse used for excess
furniture and deliveries, bar code all incoming property for the District Office, and dispose of
excess material and property. 

b.  Personal Property Management.   Team members  maintain the Property Book and make
changes as necessary; they ensure that all Hand Receipt Holders conduct an annual inventory of
all personal property and assist with any reconciliation issues that arise.  They appoint Hand
Receipt Holders.  They assist with all personal property and supply questions and/or problems. 
They ensure that regular comparisons occur between the Property Book and the  RM books and
that all reconciliation’s are accomplished in a timely manner.

c.  Transportation.   Team members assist with the management of both GSA leased and Corps
owned vehicles - to include ordering, receiving, distribution, replacement, preventive
maintenance, repairs, and credit cards.    They track usage of all vehicles and maintain data in
VIMS (Vehicle Information Management System).  They maintain a motor pool for use by 
District Office employees as well as parking for government vehicles.  They assist with all vehicle
management questions and/or problems.  They process payment for all vehicles leased from GSA
and bill back using facility accounts.  They process all required Government Bills of Lading
(GBL’s). 

d.  Travel.  Team members assist with all travel issues.  They monitor and train Travel
Approving Officials; assist with airline ticket purchases; manage a corporate American Express
card for airline tickets.  They assist with PCS moves and all foreign travel.  They assist with all
travel questions and/or problems.

e.  Equipment Maintenance.  Acts as Equipment Maintenance Officer for the District. 
Publishes a master maintenance plan for all district locations.  Trains all equipment maintenance
managers and coordinators and assists them with all maintenance questions and/or problems. 
Inspects each location for compliance in accordance with regulations and reports findings.

f.  Facility Management.  Acts as POC for all District Office elements for facility issues. 
Assists with renovations, re-arranging furniture, installation of systems furniture and equipment;
helps with HVAC and lighting issues, etc.  Acts as liaison with GSA for all facility issues. 
Coordinates all special projects initiated by GSA, such as bathroom and hallway renovations,
electrical upgrade for the Fed Bldg, etc.  Manages all paperwork used to accomplish necessary
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work, and ensures that payment is made.  Responsible for monitoring and  tracking space
utilization; assists with reduction of space moves. 

g.  Monitoring.  Methods that will be used to monitor quality in these areas include customer
feedback mechanisms (one-on-one interviews of key customers and stakeholders, surveys, focus
groups, etc); analysis of CMR data; reports; audits of our functions as well as information from
audits of other locations; internal control checklists; tactical planning; benchmarking; and other
tools as deemed appropriate.
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 APPENDIX P
 

OFFICE OF COUNSEL SUBPLAN

1.  Purpose.  This appendix supplements the CELRH Quality Management Plan (QMP) for the
execution of Quality Control (QC) activities in the Office of Counsel.

2.  Applicability.  This appendix applies to all legal services performed by the Huntington District
Office of Counsel.  The QC functions and responsibilities will compliment the District’s Vision
and Strategic Business Plan for providing QC in our services.

3.  References. 

a.  Required Publications.

(1)  AR 27-1, Legal Services

(2)  AR 27-20, Claims

(3)  AR 27-26, Rules of Professional Responsibility for Lawyers

(4)  AR 27-40, Litigation

(5)  DA PAM 27-21, Administrative and Civil Law Handbook

(6)  DA PAM 27-26, Rules for Professional Conduct for Lawyers

(7)  DA PAM 27-153, Contract Law

(8)  DA PAM 27-162, Claims Procedures

(9)  FM 27-100, Legal Operations

(10)  USACE Suppl. 1 to AR 609-300, 302, Civilian Attorneys Under the Qualifying
Authority of the Chief Counsel USACE

(11)  The Chief Counsel’s Task Force Report on the Delivery of Legal Services,
September 1994
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b.  Related Publications.

(1)  AR 15-6, Procedures for Investigating Officers

(2)  AR 25-55, The Department of the Army Freedom of Information Act Program

(3)  AR 340-21, The Army Privacy Act Program

(4)  AR 735-5, Policies and Procedures for Property Accountability (Reports of Survey)

(5)  DODD 5500.7, Joint Ethics Regulation

(6)  DODD 5515.9, Settlement of Tort Claims

(7)  Federal Acquisition Regulation (FAR)

(8)  Defense Federal Acquisition Regulation  Supplement (DFARS)

(9)  Army Federal Acquisition Regulation Supplement (AFARS)

(10)  Engineer Federal Acquisition Regulation Supplement (EFARS)

(11)  CEORHR 1180-2-1, Contracts, Huntington District, Federal Acquisition Regulation
Supplement, Procurement Management Instructions.

(12)  Federal Tort Claims Act Handbook, U.S. Army Claims Service

(13)  EP 1165-2-1, Digest of Water Resources Policies and Authorities

4.  Definitions. 

a.  Quality Control.   In this context, the definition means consistency with law and regulation
as a fundamental requisite for all products and services.

b.  Quality Checks and Reviews.  Routine reviews both internally within Office of Counsel for
performance and external review of District products and services for legal compliance.

5.  Responsibilities.  The Huntington District Counsel is responsible for furnishing expert legal
counsel to the District Commander, executive staff and operating officials concerning all legal
aspects of Huntington District activities including planning, design, construction and operation
and maintenance of Civil Works projects.  The District Counsel plans, directs and reviews the
work of the legal staff, determining legal sufficiency and soundness of conclusions.  Members of
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the legal staff serve as agency representatives regarding bid protests and as trial attorneys before
the Corps of Engineers Board of Contract Appeals.  Counsel prepare litigation reports and assist
Department of Justice attorneys concerning other litigation involving the District.  Counsel handle
administrative tort claims and contract claims;  perform the functions of Ethics Counselor; serve
as the initial denial authority for Freedom of Information Act requests; and provide attorney
expertise in the areas of contracting, fiscal, tort, personnel, EEO, environmental, water rights,
regulatory and general law.  The District Counsel is responsible through quality checks and
reviews for legal compliance.

6.  Quality Control.

a.  Huntington District Office of Counsel is responsible for quality control of products that
they review.  The standards for that review are set out in the referenced documents and in
supplementary guidance published by the Chief Counsel, USACE and Division Counsel, CELRD.

(1)  CELRH-OC participates in the Quality Control processes of the Civil Works
Authorities Program in accordance with EC 1165-2-201, and 203 and HQUSACE-OC
Memorandum, “Legal Review of Civil Works Project Decision Documents” 26 April 1996.

(2)  CELRH-OC participates in the Quality Control processes of the District’s acquisition
program in accordance with the Federal Acquisition Regulations as supplemented by the EFAR,
Appendix A, Part 3, Contract Requests, Claims and Appeals.

(3)  CELRH-OC participates in the Quality Control processes of the District’s Regulatory
Program through the performance of legal reviews for adherence to standards in 33 C.F.R. 320
and following, particularly 326.

b.  The Huntington District Counsel  shall be responsible for establishing Quality Control over
internal Office of Counsel products and services in accordance with the standards published in the
referenced documents, at paragraph 3, and the supplementary guidance published by HQUSACE-
OC and CELRD-OC.

(1)  The following checklists will be utilized to ensure consistency in the application of the
published standards:

(a)  Claims, Management Control Evaluation Checklist, AR 27-20, Appendix B;

(b)  Tort Claims Investigation Materials, DA PAM 27-162, Appendix I;

• Claimant Interview Checklist
• Scope of Duty Checklist
• Interview Checklist: Government Driver
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• Interview Checklist:  Police Officer
• Checklist for Slip and Fall Investigation

(c)  Army Law Library Checklist, DA Cir 11-91-1

(2)  The following monographs from the Division Trial Attorney will be utilized to ensure
consistent application of legal standards to contract claims and appeals:

(a)  Cost or Pricing Data and the Truth in Negotiations Act

(b)  Early Completion Claims

(c)  Equal Access to Justice Act

(d)  Recovery of Unabsorbed Home Office Overhead Under the Eichleay Formula

(e)  Pricing Field Office Overhead in Equitable Adjustments

(f) Indefinite Quantity Contracts

(g)  “Superior Knowledge”

(h)  Termination for Convenience Settlement Proposals

(I)  Litigating Pro Se Appeals Before Boards of Contract Appeals

(j)  Recovery of Administrative Costs Following Default Termination

(k)  Issues for Consideration in Demonstrative Use of Videotape

(l)  Requirements Contracts

(m)  Brief Writing

(n)  Counsel and the Contracting Officer

(o)  ORD Bid Protest Workshop

(p)  Procurement Law Update

(q)  Prompt Payment Act

(r)   Best Value Source Selection
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(3)  Legal staff will utilize the standards and USACE Guidance contained in the U.S.
Army Corps of Engineers’ Legal Services Deskbook  at http://137.161.248.42/.

(4)  District Counsel will ensure through quality checks and reviews that legal staff
conform to the Law Manager Case Management Tracking System for reporting the case status
and progress in the principle legal practice areas.             
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 APPENDIX Q
 

PUBLIC AFFAIRS SUBPLAN

1.  Purpose.  This appendix supplements the guidelines provided in the main body of the Quality
Management Plan (QMP) for the execution of Quality Assurance (QA) and Quality Control (QC)
of public affairs programs and activities throughout the Huntington District.

2.  References.

a.  AR 360-5, Public Information

b.  AR 360-61, Community Relations

c.  AR 360-81, Command Information Program

d.  ER 360-1-1, Public Affairs

3.  District Quality Control Responsibilities.

a.  General.  The District Commander is responsible for a public affairs program to
disseminate information to internal and external audiences.  The Public Affairs Officer (PAO) is
responsible for advising the commander on all aspects of public affairs and for the public
information, command information and community relations programs.  The PAO provides staff
guidance on matters that have potential public impact or concern.  It is an essential element of the
District fabric that the public has the right to know the activities of the Huntington District,
because the District is responsible for serving the public.

b.  Quality Control Activities.  The District Public Affairs office is responsible for employing
various communication channels to tell the public about the work of the Huntington District and
the activities of its employees.  There should be a planned, coordinated and integrated process to
communicate the activities and benefits resulting from the work of  the Huntington District of the
U.S. Army Corps of Engineers and its programs.  The District PAO also is responsible for
instituting quality control measures for the items listed below, consistent with the guidance
provided in the appropriate references provided in paragraph 2 above.
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(1)  Public Information.

(a)  Serve as advisor to the Commander and staff.  Quality Control (QC) consists of
commander and staff comments and TAPES performance.  Serve as central point of contact with
the news media and facilitates the media response either directly or with the subject matter expert
from the district or other Corps elements.  QC includes subject matter expert agreement and peer
review of outgoing news releases and feedback from the Commander, fellow staff members and
District PAO.  Further feedback comes from reporters, editors, news directors and editorial
boards.

(b)  Provide information to customers of the district, to the general public about the
Corps as required.  Provide public information and media relations during emergency operations. 
QC is accomplished by review of messages and information by other EOC members, as necessary
and feedback from the District  PAO and peers in other emergency teams. 

(c)  Develop formal and information presentations, briefings and speeches.  QC
involves review in the PAO before release, coordination with the presenter and feedback from the
presenter, based on audience response.

(2)  Community Relations.  Develop displays for public functions.  QC includes user or
presenter approval and feedback from the targeted audience.  Provide coordination with
universities, schools, scouts and various community groups.  QC is based on feedback from the
targeted audiences and when desirable focus groups.  Oversee the development of
handouts/displays for visitors to recreation areas at projects.  QC involves peer review of
products, project or park manager approval, Division comments (as necessary) and end-user
feedback.  Support special interest groups such as environmental, navigation, construction and
trade organizations.  QC is accomplished by in-office review, project manager review, as
necessary, coordination with the special interest group and feedback from the groups members.

(3)  Command Information.  Publish internal newspapers and other materials to keep
internal audiences informed.  QC is based on in-office review and editing, subject matter expert
review and feedback from the Command, employees and District PAO.  Conduct briefings for
employee information.  QC is performed by the PA staff, subject matter or command review and
employee response.
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APPENDIX R

RESOURCE MANAGEMENT SUBPLAN

1.  Purpose.  This appendix provides the general policy and procedures for the execution of
Quality Control (QC) activities in the Huntington District, Resource Management Office.

2.  Applicability.  This appendix applies to products and services produced and compiled by the
Resource Management Office.  The QC functions and responsibilities will compliment the
District's Vision and Strategic Business Plan for providing QC in our products.

3.  References.

a.  ER 37-2-10, Financial Administration, Accounting and Reporting – Civil Works Activities

b.  ER 37-345-10, Financial Administration, Accounting and Reporting – Military Works
Activities

c.  DFAS-IN Regulation, 37-1, Finance and Accounting Policy Implementation

d.  CEFMS Users Manual

e.  ER 37-1-24, Financial Administration, Operating Budget

f.  EC 11-2-175, Annual Program and Budget Request for Civil Works Activities, Corps of
Engineers, Fiscal Year 2000

g.  CERM-P Memorandum, Operating Guidance for Standard Costing Behavior, 21 April
1998

h.  EC 11-2-173, Civil Program Civilian Force Configuration & Management

i.  Fiscal Year Military Manpower Requirements Data Call (CERAMMS) (issued annually)

j.  Automated Manpower Utilization Reporting System (AMURS) Handbook, September
1996.

k.  AR 11-2, Management Control
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l.  CELRD Management Control Plan (MCP) FY 95-99

m.  ER 10-1-2, Organizations and Functions, U.S. Army Corps of Engineers, Division and
District Offices

n.  OMB Circular A-76, Performance of Commercial Activities

o.  AR 5-20 , Commercial Activities Program

p.  ER 5-1-3, Commercial Activities Program

q.  CAS/ACAMIS Manual, February 1997

4.  Responsibilities.  Resource Management is responsible for instituting quality
control measures for the items listed below, consistent with the guidance provided in the
appropriate references listed in 3. above.

a.  Finance and Accounting.
• Compliance with the Chief Financial Officer (CFO) issues identified in the CELRD

Management Control Plan.
• Overall management of the Revolving Fund.
• Proper reporting of accounting activities/data into CEFMS.
• Fully funded accrued leave account.
 

 b.  Budget/Manpower.
• Development of the district operating budget.
• Development of manpower forecasts and utilization plans.
• Manpower reporting utilizing AMURS.
 

 c.  Management Analysis:
• Management Control evaluations and preparation of the Commander’s Annual

Assurance Statement.
• Organizational structure changes.
• Collecting and reporting data for Commercial Activities.

5.  Quality Control.  Resource Management Office assists the five major Technical Divisions
(EC, DL, OR, PD and RE) and the support elements, by fulfilling the responsibilities in 4.a. above
in accordance with the applicable laws, regulations and existing guidance.  Resource Management
provides professional financial and resource management advice and services to support the
district mission; assurance of proper stewardship of district resources; providing independent
analysis and integration of resource data for the commander and staff; and maintaining overall
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fiscal integrity of district operations.  In addition to Division Assistance visits, CFO process
reviews (20 completed in FY 98 -- this number is changed each year by USACE), certifications of
Management Control Evaluations (19 checklists or alternative methods in FY 98 -- this number
changes from year to year) IR reviews/checks, and reviews by outside audit agencies on process
quality; Resource Management completes pre-checks and analysis on an ongoing basis.
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APPENDIX  S

SAFETY AND OCCUPATIONAL HEALTH SUBPLAN

1.  Purpose.  This appendix outlines the policy and procedures  for Quality Control activities in
the Huntington District, Safety and Occupational Health Office

2.  Applicability.  This document applies to all products and services produced and compiled by
the Safety and Occupational Health Office.  All quality control/quality assurance initiatives will
complement and support the Huntington District's Vision and Strategic Business Plan.

3.  References.

a.  Occupational Safety and Health Act of 1970, 29 December 1970

b.  29 CFR Part 1910, Occupational Safety and Health Standards for General Industry

c.  29 CFR Part 1926, Occupational Safety and Health Standards for the Construction
Industry

d.  29 CFR Part 1960, Basic Program Elements for Federal Employee Occupational Safety
and Health Programs and Related Matters

e.  Executive Order 12196, Occupational Safety and Health Programs for Federal
Employees, February 26, 1980

f.  AR 385-10, The Army Safety Program, 23 May 1988

g.  EM 385-1-1, US Army Corps of Engineers, Safety and Health Requirements Manual,
latest edition.

h.  CEORHR 385-2-3, US Army Corps of Engineers, Huntington District, Safety &
Occupational Health Administration Manual, latest edition.

i.  Federal Employees' Compensation Act, latest revision
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4.  Definitions.

a.  Safety Management Evaluation (SME).   Annual evaluations of each project by Safety
Office personnel which assess compliance with the District's Safety and Health Program.

b.  Standard Army Safety and Occupational Health Inspections (SASOHI).   Regular
inspections performed by project and office team members which focus on the identification and
abatement of safety and occupational health hazards in the workplace.

c.  Risk Management.  A systematic process of identifying hazards, assessing hazards,
selecting controls, implementing controls, and supervising/evaluating the effectiveness of the
controls.

5.  Responsibilities.

      a.  District Engineer.  Responsible for the safety and health of each employee within the
Huntington District.  The District Engineer is responsible for fully implementing the Army safety
and occupational health program through the Safety Engineer/Safety Manager and the Safety and
Occupational Health Office.      

b.  Safety and Occupational Health Office.   Responsible for management, technical
support, and evaluation of the Huntington District's Safety and Health Program.  The Safety and
Health function is primarily that of loss control for property, equipment, material and employees.
The main program emphasis is now centered on prevention in the form of Risk Management.

c.  Safety Engineer/Safety Manager.   Responsible for overall management and quality
control of the Safety and Occupational Health Office and management and quality control of the
District Safety and Health Program.   Also responsible for hazardous waste manifesting support
for the District (see Addendum 1).

d.  Safety Specialist.  Responsible for all portions of the Safety Evaluation Program (see
Addendum 1).  Currently, these duties are shared by the Safety Engineer/Safety Manager,
Industrial Hygienist and Injury Compensation Specialist.

e.  Industrial Hygienist.  Responsible for all portions of the Occupational Health and
Medical Surveillance Programs (see Addendum 1).

f.  Injury Compensation Specialist.  Responsible for all portions of the Civilian Resource
Conservation and Wellness Programs and the District Health Unit (see Addendum 1).  The Health
Unit is currently staffed with a contract nurse.
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g.  Occupational Safety and Health Committee.   Advises the District Commander on all
aspects of the District's Safety and Health Program.  Committee is comprised of team members
from management and labor (see Addendum 2).

h.  District Supervisors and Managers.  Responsible for implementing the District's Safety
and Health Program by establishing and maintaining safe and healthful work conditions for all
team members, eliminating unsafe behavior, and applying all applicable safety and health
standards.

i.  Collateral Duty Safety Officers ( CDSOs).   Responsible for conducting safety and
health inspections/audits, coordinating safety meetings, encouraging the application of sound
work practices, advising the project/office responsible person of unhealthful and/or unsafe work
conditions.  Also assist or perform accident investigations and prepare accident reports (ENG
3394).  All projects and offices within the district have appointed CDSOs. 

j.  District Employees.  Responsible for knowing and following the safety policies at their
work site.   

6.  Quality Control.  Section 5 of the Occupational Safety and Health Act of 1970 states that
each employer shall furnish " . . . . a place of employment . . . . free from recognized hazards that
are causing or are likely to cause death or serious physical harm to his employees."  Safety is to be
given primary importance in planning and operating all District activities.  Quality control and
quality assurance is difficult to implement and measure in that safety success is scored by a lack of
injuries and accidents.   Many factors may contribute to a lack of injuries.  Traditionally the safety
function has been one of enforcement and compliance with published standards.  The new
paradigm is one of minimizing risk and training our workforce. 

a.  Operating Plan.  The following sections outline the operating plan for Quality Control
and Quality Assurance of the Huntington District's Safety and Occupations Health Program: 

(1)  Safety.   District safety is communicated and implemented through education and
training, accident investigations, Safety Management Evaluations ( SMEs), review of safety and
health plans, providing technical support to all District employees, periodic review of safety and
health programs from other elements, compliance inspections (when requested by individual
elements) and limited unannounced inspections.  All training, reviews, inspections and evaluations
focus on the application of risk management principles and safe work practices.  Compliance with
published standards by the workforce is expected and an integral part of the overall program. 
However, it is no longer the centerpiece.  A good safety culture does not begin with written
standards but with the attitudes and choices of individual employees.   

(2)  Occupational Health.  The Occupational Health of our workforce is evaluated through
workplace inspections, health hazard assessments and reinforced with education and training.  The
medical surveillance program is also used to closely monitor team members who are exposed to a
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variety of health hazards.  The District Health Unit is available to all employees for consultation,
limited treatment, education on health issues, and the wellness program.  For a more complete
listing of Health Unit services see Addendum S-1.   Preventative information is routinely provided
by the Health Unit to the entire workforce. 

(3)  Injury Compensation.  Administration of the District's workers compensation program
includes intensive case management, injury investigation, medical surveillance and education and
training.  Each submitted case is examined, investigated and actively managed such that the
affected employee receives due compensation and the financial interests of the Government are
protected.  Every effort is made to return injured employees to the workplace as soon as possible.
 Much effort is expended on education and training for management and the workforce to ensure
that the respective parties understand their responsibilities.

b.  Feedback.  Feedback is provided to all levels of the organization when problems or
weaknesses are identified.   The Safety Office takes an active role in identifying, scoping and
implementing necessary corrective actions and provides necessary technical support.  Any action
taken by the Safety Office in the form of new policy or procedure is examined from a value added
perspective. All new requirements are discussed and evaluated with our customers.  This is done
to eliminate unnecessary administrative burden and make the best use of available resources while
protecting the health and safety of our workforce and protecting the District's physical plant.

c.  Measurement.  The effectiveness of the District's safety and occupational health
program is monitored through Command Management Review (CMR) and other indicators as
follows:

Government Lost Time Accident Rate (no. cases/200,000 manhours) - Quarterly (CMR)
Contractor Lost Time Accident Rate (no. cases/200,000 manhours) - Quarterly (CMR)
Number of Recordable Government Accidents (no. of  cases) - Annual
Number of Consecutive Days without a Government Lost Time Accident - Monthly
Number of Consecutive Days without a Government Recordable Accident - Monthly
Number of Consecutive Days without a Contractor Lost Time Accident - Monthly
Total Compensation Billback Costs - Annual
Safety Management Evaluations - Annual at each Project

All indicators except for results of Safety Management Evaluations are published to supervisors,
Collateral Duty Safety Officers and employees at the indicated interval.  Traditional statistical
analyses are also performed annually and as needed and published to supervisors.  General trends
taken from Safety Management Evaluations and other observations are communicated to the
Executive Staff and affected District elements.

d.  Evaluations.  All evaluations performed by the Safety and Occupational Health Office
are given a final QA check, "Are we protecting our people and have we made all reasonable
efforts to reduce the risk?"
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2 Addendum:
S-1  -  Programs and Services
S-2  -  Occupational Safety and Health Committee
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ADDENDUM S-1

Programs And Services
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        Safety and Occupational Health Office
US Army Corps
of  Engineers
Huntington District

Programs and Services

Safety Evaluation Program
POC:  Matthew Folk

Accident Reporting and Investigation
Statistical Analysis of Accident Reports
Standard Army Occupational Health and Safety (OSHA) Inspections
Technical Support for Safety and Safety Related Issues
Safety Review of Plans and Specifications
Review of Accident Prevention Plans
Safety Meeting Video Library
Risk Management Education
Defensive Driving Education
Water Safety Education
Safety Information Resource for General Public
Safety Management Evaluations (SME)

Occupational Health Program
POC:  Jean Read

Industrial Hygiene Inspections
Lead Standard Training
Confined Space Training
Respiratory Protection Training
Hazard Communication Training
Review of HTRW Site Specific Safety and Health Plans
Back Injury Prevention Safety Training
Air Sampling
Ergonomic Surveys
Light Surveys
Respirator Fit Testing
Noise Surveys
Ventilation Surveys
Bloodborne Pathogen Education
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Medical Surveillance Program
POC:  Jean Read

Medical Surveillance Physicals and Consultations

Health Unit
POC:  Debbie Burriss

Health Monitoring/Screenings/Referrals
Dispensing of  Over the Counter Medications, Vaccines, and Injection of Patient Provided           
       Allergy  Medications
First Aid and Limited Medical Procedures
Educational Information Source on Medical Conditions
CPR Instruction
Support for Medical Surveillance Program

Audiograms
Pulmonary Function Tests
Vision Screening
Physician Consultation

Support for Civilian Resource Conservation Program
Fitness for Duty Examinations

Hazardous Waste Manifesting Support
POC:  Matthew Folk

Hazardous Waste Manifest Refresher Training
Hazardous Waste Manifest Technical Support

Wellness Program
POC:  Debbie Burriss

Health Assessments
Dietary Counseling
Physical Fitness Prescriptions

Civilian Resource Conservation Program
POC:  Shreda Gorum

Injury Compensation Case Management
FECA Benefits Advisor
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Contact Us:

U.S. Army Corps of Engineers
Huntington District
Safety and Occupational Health Office, CELRH-SO
502 Eighth Street
Huntington, West Virginia  25701
PHONE: 304-529-5673
FAX:  304-529-5581
EMAIL:  celrh-so@mail.orh.usace.army.mil

Chief:  Matthew Folk, PE, 304-529-5673, h1cdxmwf@mail.orh.usace.army.mil
Industrial Hygienist:  Jean Read, 304-529-5094, h1so9jlr@mail.orh.usace.army.mil
Compensation Specialist:  Shreda Gorum, 304-529-5039, h1so9skg@mail.orh.usace.army.mil
Nurse:  Debbie Burriss, RN, 304-529-5402, nurse@mail.orh.usace.army.mil
Health Unit Assistant:  Barry J. Belcher, 304-529-6951,h1soxbjb@mail.orh.usace.army.mil
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Occupational Safety And Health Committee
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        Safety and Occupational Health Office
US Army Corps
of  Engineers
Huntington District

Occupational Safety and Health Committee

Roster:

Graham, William G., Real Estate Division, (Chairman)
Folk, Matthew W., Safety and Occupational Health Office, (Ex-Officio)
Mefford, George, Human Resources Office, (Member)
Johnson, Marvin, Willow Island Locks and Dam, AFGE Local 1938, (Member)
Maynard, Wilford, Repair Fleet, AFGE Local 1938, (Member)
Strickland, Robyn, London Locks and Dam, AFGE Local 1938, (Member)
Hazelett, Linda, Engineering and Construction Division, AFGE Local 3729, (Member)
Pittman, John, Engineering and Construction Division, AFGE Local 3729, (Member)
Quinn, Annette, Logistics Management Office, (Member)
Thompson, Donald, Operations Division, (Member)
Budrus, Wayne, Engineering and Construction Division, (Member)
Lantz, Allen, Engineering and Construction Division, DE Field Representative,

 (Member)

Purpose:  Advise the District Commander with respect to his responsibilities
under the current laws, regulations, and policies pertaining to occupational safety
and health programs.
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APPENDIX T

SECURITY AND LAW ENFORCEMENT SUBPLAN

1.  Purpose.  This appendix provides general policy procedures for the execution of quality
management activities by the Huntington District Security Manager.

2.  Applicability.  This plan applies to the District Security Manager and those individuals
responsible for security activities relating to the areas of physical security, personnel security,
information systems security, communications security, information security, and foreign visitor
assistance.

3.  References.

a.  AR 190-13, The Army Physical Security Program

b.  AR 190-40, Serious Incident Reporting

c.  AR 190-45, Law Enforcement Reporting

d.  AR 190-51, Security of Unclassified Army Property (Sensitive and Nonsensitive)

e.  AR 195-1, Army Criminal Investigation Program

f.  AR 195-2, Criminal Investigation Activities

g.  AR 380-5, Department of the Army Information Security Program

h.  AR 380-10, Technology Transfer, Disclosure of Information and Contacts with Foreign
Representatives

i.  AR 380-19, Information Systems Security

j.  AR 380-40, Policy for Safeguarding and Controlling Communications Security (COMSEC)
Material

k.  AR 380-53, Information Systems Security Monitoring

l.  AR 380-67, Personnel Security Program
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m.  AR 381-12, Subversion and Espionage Directed against the U.S. Army (SAEDA)

n.  AR 530-1, Operations Security (OPSEC)

o.  ER 190-1-50, Law Enforcement Policy, U.S. Army Corps of Engineers

p.  ER 380-1-18, Technology Transfer, Disclosure of Information and Contacts with Foreign
Representatives

q.  ER 1130-2-550, Chapter 6, Visitor Assistance Program

4.  Responsibilities.  The security manager is responsible for the following:

a.  Coordinating, gathering, processing and reporting information pertaining to criminal
incidents;

b.  Conducting physical security inspections at all field sites;

c.  Coordinating building security actions for the District Office locations with General
Services Administration;

d.  Requesting initial security clearances and periodic reinvestigations, acting as liaison
between the district, the Army Central Personnel Security Clearance Facility, and the Defense
Security Service;

e.  Maintaining security clearance rosters;

f.  Conducting position sensitivity reviews;

g.  Reviewing personnel investigative files (National Agency Checks with Inquiries) received
from the U.S. Office of Personnel Management, coordinating necessary corrective actions with
Human Resources Office and Office of Counsel;

h.  Performing oversight for information security, automation information security, secure
communications security, foreign visitor control, and subversion and espionage programs.

5.  Quality Control Activities.

a.  Assessment.

(1)  Biennial physical security inspections will be conducted at all field projects to insure
the protection of government property through compliance with AR 190-51.
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(2)  Law Enforcement Criminal Activities report will be compiled quarterly from incident
reports received from field projects as well as District Office elements.  Quarterly report will be
forwarded to Division Provost Marshal for submission to Corps of Engineers Security and Law
Enforcement Office.

(3)  Preliminary investigations of security incidents will be conducted to determine
appropriate level of referral for further investigation, whether in-house, Army Criminal
Investigation Division, or civil law enforcement agency.  Commander will be kept abreast of
findings.  Prepare and transmit Serious Incident Reports IAW AR 190-40.

(4)  An annual briefing, addressing information security IAW AR 380-5, will be prepared
and distributed to all employees.  Additionally, it will address other areas in the security arena.

(5)  Guidance on the protection of classified and communications security information will
be provided to the appropriate custodians.  Unannounced inspections will be performed in those
areas to assure compliance with established procedures.

(6)  Accreditation packages for automated information systems will be reviewed and
coordinated with Information Management Office for compliance with the provisions of          AR
380-19.  The Information Systems Security program is implemented through coordination with
the Information Systems Security Officer and Systems Administrators.

(7)  An annual review of all positions to determine proper level of sensitivity to be
assigned will be coordinated with the element managers.  Appropriate investigations will be
initiated, as required.

(8)  Appropriate action will be taken to assure approval of all visits to the District by
foreign nationals.  Foreign travel briefings will be given to employees that travel OCONUS.

(9)  A biennial briefing on Subversion and Espionage Directed Against the Army and
Operations Security will be prepared and distributed to all employees.  Additionally, when Army
Military Intelligence personnel are in the area, will invite them to present oral briefings to
employees.

b.  Evaluation.

(1)  The Security Manager will prepare written evaluation reports of observations and
discrepancies noted during physical security inspections.  Completed reports will be furnished to
the functional and area managers as well as to the appropriate project/resource manager or
lockmaster.

(2)  A continuing review of the Quality Control Activities will be accomplished to assure
shortfalls are identified and resolved.  Shortfalls and their resolutions will be reported in writing to
the CELRD Security Office. 
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c.  Training.  The Security Manager and the supporting functional elements responsible for
security related tasks will be trained as required in accordance with the above references.
Communications Security (COMSEC)inspections will be scheduled by the Division COMSEC
Manager within 9-12 months of the last inspection but not to exceed 24 months.  The Division
COMSEC Manager or a designated representative will conduct the inspection.  The inspection
will focus on ensuring COMSEC material is stored, used, distributed, maintained, and accounted
for IAW Department of the Army directives (i.e. AR 380-40) and Technical Bulletins (i.e. TB
380-41).
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